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Good metal office furniture is a wise investmen 


CO0B metal office 
furniture is @ 
GOOD investment 
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MODE-MAKER DESKS -. GOODFORM ALUMINUM CHAIRS - METAL FILING EQUIPMENT - 
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oop metal office furniture will 
G increase the amount of work 
turned out by office employees with- 
out any increase in human energy. 

The average office employee costs 
you a minimum of $3,000 per year 
in salary, floor space and general 
overhead. That amounts to $30,000 
in 10 years, the normal period for 
charging off the cost of office furniture. 


If your office employs 10 people, 
you face a minimum fixed expense 
of $300,000 for salaries, floor space 
and general overhead, during the 
next 10 years. 


GOOD metal office furniture such 
as Super-Filer — the mechanized file, 
Goodform Aluminum Chairs, and 
Mode-Maker desks can greatly im- 


prove your return on that $300,000 
fixed expense through increased pro- 
ductivity, improved employee health 
and morale and added customer and 
public prestige. 


It would not cost more than 1% 
or 2% of that fixed expense to 
completely re-equip your office with 
GOOD metal office furniture. GOOD 
metal office furniture, through in- 
creased efficiency alone, can pay for 
itself in an amazingly short period of 
time and pay big dividends thereafter. 


Why not find out whether GOOD 
metal office furniture would be a 
GOOD investment in your office? 
Call your local GF distributor or 
write The General Fireproofing Com- 
pany, Dept. M-6, Youngstown 1, Ohio. 





FIFTY YEARS OF PROGRESS 


GENERAL FIREPROOFING 


Foremost in Metal Business Furniture 


(Circle 305 for more information) 
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THE $84,000 QUESTION 


There’s no such thing as a perfectly run busi- 


ness. Your chances for economy are literally in- 
finite. 

But it’s not easy to pin-point cost-heavy systems 
and procedures simply because most of thenr 
have been around so long that everybody accepts 
them as necessary “‘evils.”” Worst of all, sometimes 
they aren’t even recognized as an “evil” at all. 

Phat’s why we hope you'll read the article on 
page I4 of this issue. It tells you one way you 
can get free advice about what questions you 
should be asking yourself. It also demonstrates 
how you can best employ a free source of ideas 
that may save you $84 or $8400 or even $84,000. 

In these days of high costs, high taxes and 
clerical shortages—all adding to your heavy load 
of management problems—you need helpful in- 
formation on: 

Ways to improve management efficiency 

Methods to increase clerical productivity 

Knowledge of time producing equipment 

If you value your time and your company’s 
money, if you want to increase your own and 
your employee productivity—here’s help! 

1. Use the handy Reader Reply Card, (postage 
paid) bound into every issue of METHODS, for 
more information. 

2. Phone your local specialist in business equip 
ment and ask him to show you the tools that can 
convert METHODS’ ideas into money-saving 


systems. 





Available now to advertisers ...a 14 

page analysis of the business equipment 

market and METHODS' place in it. 
Copy on request. 
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OW does he do it? How can he 
pack twelve hours work into an 
eight-hour day? 

The answer is simply this. He has 
learned the secret of all successful 
executives. He has learned how to 
organize time—for in business today 
time is the critical factor. 

Note how ‘time economy”’ enters 
into his choice of equipment. His 
desk, for example, has been specially 
“time-engineered”’ by Shaw-Walker 
to cut time-wasting details to a mini- 
mum, to leave his desk and his mind 
clear for action. 

Only Shaw-Walker could design 
this ‘“executive’’ desk. It was born of 
more than fifty years of serving the 
needs and saving the time of Ameri- 
can business. 





Built Like a 
Skyscraper” 


GHAW-WALKER 


pu... fied tlbtd be 00 AW” 


And there are other Shaw -Walker 
desks, chairs, Fire- Files, filing cabi- 
nets, loose-leaf and payroll equipment 
—everything for the office except ma- 
chines —each “‘time-engineered”’ for 
the needs of every job and worker. 


New, low, comfortable 
height (29”). Puts you on 
top of every job. 


Job-engineered drawer 
space— wired . 
for telephone connection. 


Concealed, removable 
wastebasket—saves time, 
floor space and litter. 


Center drawer with extra 
compartments—space for 
everything you need at your 
finger tips. 





If you are setting up a new business 
or merely wish to modernize worn, 
out-dated offices, make sure you use 
Shaw -Walker equipment through- 
out. It will help you make the most 
of every minute, every working day! 


Most comfortable working 
top ever invented. 


“In,” “Out,” and ‘‘Hold”’ 
letter trays inside— 
confidential, quick, no 
desk-top clutter. 


Scientific personal file with 
speed guide, dividers—saves 
“barrels” of time. 


nite TH f HE The booklet, ‘‘Time and Office Work,’ is packed with ideas for stretching office 


time. Organize now for greater sales effort and lower operating cost! 








(Circle 307 for more information) 


A wealth of information on “time-engineered”’ office systems and 
equipment. 36 pages! Many color il!natretions! Just off the press! Write 
today, on business letterhead tc Shaw-Walker, Muskegon 21, Michigan. 


Largest Exclusive Makers of Office Furniture 
and Filing Equipment in the Worid 


Executive Offices at Muskegon, Michigan 
Branches and Exclusive Dealers in All Principal Cities 
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Potents Pending 


Choose the arrangement 





Just right for you! 


Rock-a-File MODULAR 
—the versatile office furniture. 
Precision-engineered for com- 
plete interchangeability to suit 
your individual taste and _ per- 
sonal working habits. 
Rock-a-File MODULAR units 
—desk, file, bookcase, waste 
receptacle, typewriter cabinet, 
corner cabinet and shelf storage 
cabinet—connect to companion 
units to fit your office space. 


Arrange it 
~ Yourself 


@ to fit your office 
‘@ to fit your needs 


WRITE TODAY 


for catalog and name 
of nearest dealer 


Here is comfortable, working 
efficiency combined with smart, 
modern appearance that is eco- 
nomical, too. A complete Rock- 
a-File private-office interior actu- 
ally costs less than a good steel 
desk, table and four-drawer file 
cabinet combination. 

Steel construction throughout, 
available in gray or walnut finish 
—also available in wood with 
natural walnut finish. 














ROCKWELL-BARNES COMPANY 


35 East Wacker Drive «¢ Chicago 1, Ill. 





(Cirele 302 for more information) 
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Classification of source material 


Dear Mr. Editor: 

We have been studying the desirability 
of setting up an index of articles pub- 
lished in METHODS, which would be helpful 
in our methods analysis work. 

Perhaps you may be contemplating re 
leasing an index of your monthly issues in 
the near future. If so, please keep our 
name on file and advise us when and how 
such an index will be made available. 

L. R. Harris 
Office Manager U.S. Rubber Co. 
Los Angeles Plant 


Dear Mr. Editor: 

I thought that you might be interested 
in a suggestion. For some time I have 
felt that a need exists for the proper 
classification of source material to be found 
in many methods and_ systems publica 
tions. ‘There is a considerable amount of 
good material to be found in articles, 
advertisements, suggested short cuts, etc., 
which many publications contain. How 
ever, I have yet to see any method estab- 
lished whereby this material can be classi- 
fied for future use. Problems arise from 
time to time which can often be solved 
by referring to an article or an ad on the 
subject if an analyst knows where to lo 
cate it. Generally, it is not too practical 
to cut out articles and ads—this practice 
is time consuming and spoils the reverse 
side. But you can do this: Provide an 
extra couple of pages pre-printed like the 
enclosed example (See cut) which the sub- 
scriber can split into reference slips suit- 
able for filing by application so that they 
will always be available when needed. 
The slips can be torn off with a straight- 








SUBJECT: Sound Condition ing 
PUBLICATION: METHODS 

MONTH: February 

YEAR: \&S2 

PAGE: 24 

CROSS REFERENCE: OFFICE-LAYOUT 


NAME OF ARTICLE: “Quiet Please” 
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TO THE EDITOR 


edge and filed. Do not print anything 
on the reverse side. I am sure that this 
feature would greatly enhance the value 
of your publication and be of immeasut 
able help to methods analysts. 

Davip H. SMITH 

Office Methods & Planning Dept 


Sylvania Electric Products Inc 


Editor's Note: The specimen card shown 
was provided by Mr. Smith. We believe 
some readers may find it immediately use 
ful for building a data file on information 
gleaned from METHODS and other publica 
tions they read. METHODS ts planning an 
index which will be announced some time 


later in the year 


Coding records for transfer 
Dear Mr. Editon 
You mention a correspondence code in 
your article How To Handle Inactive 
Records (MrtHops. April, 1952) but fail to 
show it. 
JouN Devint 
Methods Analyst 
Brooklyn, N. Y. 


Editor's Note: The code works like this 

Routine papers which should be retained 
in a department for 3 months are coded 
“A.” Regular correspondence or papers 
that have greater value and should be re 
tained for three years by the company are 
coded “B.” Important papers to be held 
6 to 7 years are marked “C.” Vital records 
with permanent value are coded “D.” 
Pending papers, or those not immediately 
determinable, are marked “E” and are re- 
viewed once a year for recoding. 


Back issues of METHODS 


Dear Mr. Editor 
Are back issues of METHODS available? 
I am interested in obtaining extra copies 
for cutting out articles of particular in 
terest to be “bucked” around the _ ofhic« 
thus saving my own copy for personal 
reference. 
HAROLD J. Roppin 
Vount Vernon, N. ) 


Editor's Note: Limited numbers of some 
back issues (none of March, 1952) are on 


hand. Single copy price is 50c. 


methods 








Carl L. Horner, Director—Systems & Procedures, 


Jones & Laughlin Stee! Corporation 


The following report was prepared for 
METHODS by Mr. Horner in the belief 
that it can be of immediate help to 
other American businessmen. It will be 
of significance not only to large firms 
but to any company with a forms dupli- 
cation operation. 





1. Required form serves as requisition. 


2. Prime copy removed from file. 
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Decentralized form duplicating 


saves $250,000 


FIRST DETAILED REPORT ON JONES & LAUGHLIN WORK SIMPLIFICATION PLAN 


ume | his is the story of but 
one section of Jones & Laughlin’s work 
simplification program. We are confi- 
dent that our initial estimate of an an- 
nual savings amounting to $250,000 
Because my 
pany believes that a free exchange of 
technical information in private indus- 
try is essential to strengthen the Amer- 
ican economy, we are happy to co- 
operate by publishing our findings. 

As is true of almost every business 
today, the control of the vast opera- 
tions of Jones & Laughlin Steel Cor- 
poration requires thousands of diffe1 
ent forms. Heretofore, approximately 
50°% of our forms were reproduced in 
the General Office Duplicating Depart- 
ment at Pittsburgh for distribution to 
The bal 


ance of the forms were secured from 


will be exceeded. com- 


all operating and sales units. 


outside suppliers. 


3. Dry copier produces master. 


As our post-war production capacity 
increased, however, the need for an ex- 
pansion of our centralized duplicating 
operations became more urgent. Ac- 
cordingly, my department was assigned 
the responsibility of reviewing the cor- 
poration’s requirements for the dupli- 
cating of forms. A major objective of 
this assignment was the development of 
an internal forms duplicating  pro- 
cedure that would achieve economies 
and efficiencies while rendering maxi- 
mum service to all plants, warehouses, 
and other activities. 


Decentralization the Answer 

It was recognized early in the study 
that the volume of duplicating at 26 
field locations would justify the instal- 
lation of offset duplicating equipment 
to meet approximately 90% of their re 
quirements. While decentralized forms 


) 


4. Master is placed on duplicator. 


duplicating offered many attractive 

possibilities, three major problems were 

recognized: 

1) An efficient method of preparing 
duplicating plates or masters for 
use at field locations was essential. 

2) Centralized control of all corpora- 
tion forms had to be maintained. 

3) Maintenance of quality on a decen- 
tralized basis had to be assured. 

We knew that the solution of these 
three problems would produce enor- 
mous economies. For one thing, we 
could reduce our inventory investment 
in forms. We would eliminate costly 
obsolescence and deterioration that was 
inevitable when large inventories had 
to be carried. Equally important, we 
could eliminate expensive shipping 
and handling charges from a central lo- 
cation to the field organization. Last, 
but not least, forms storage space could 





5. Forms duplicated rapidly “While you wait.” 





be reduced. The importance of this 
last factor can best be appreciated by 
realizing that we are currently saving 
approximately $50,000 per year in the 
cost of rented space and administrative 
expenses in addition to the quarter of 
a million dollar saving mentioned 


above. 


Selection of a System 


Investigation established that our re- 
quirements fulfilled 
through the application of the XeroX- 
Multigraph method of reproduction. 
The source copy for all forms is pre- 


could best be 


pared in the Pittsburgh General Office. 
The actual duplication of forms is per- 
formed on a decentralized basis in vari- 
ous field locations. 

On all forms that were previously 
duplicated in our centralized dupli- 
cating department, photographic nega- 
Mr. D. L. White- 
hurst, Supervisor of Duplicating, con- 


tives are available. 


ceived a unique plan for converting 
them to the new system. We make 
contact positive prints which are then 
used as prime copy for XeroX transfers 
to multilith masters. Prints are made 
at the rate of 100 per hour by a single 
operator. One copy of each form is 
made for each field location where the 
particular form will be used. 

When a new form is to be made, or 
a change effected on a present form, we 
do our ruling and layout on special 
“guide” sheets previously duplicated in 
light blue ink. These light blue grids 
are not picked up when the final, 
pasted-up form is transferred. Col- 
umnar headings are typed on the newly 
ruled forms using a Varityper. Head- 
lines and other composition larger than 
12 point type are produced by a photo 
composing known as_ the 
Headliner. The prime copy is then 
ready for distribution to duplicating 
departments in various J & L plants, 
warehouses, and branches. When suf- 
ficient volume exists, similar proced- 
ures are followed by field points for the 
preparation of internal forms for local 
use. 


machine 


Forms Control 

Since prime copy for corporation 
forms is issued only from the General 
Office, strict control is provided at 
management level as to the forms used 
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in field operations. 

When the field points receive prime 
copy from the General Office, the copy 
is placed in the file for future use. 
When a department in a field opera- 
tion requires a new supply of forms, a 
copy of the required form serves as a 
requisition. ‘The desired quantity is 
written across the face of the form in 
pencil. Prime copy, matching the form 
desired, is removed from the file. Using 
the prime copy, it is possible to pro- 
duce a Master in approximately two 
minutes. The Master is ready for im- 
mediate use. The duplicating machine 
will turn out copies from this Master 
at the rate of 100 per minute. Each 
one of the duplicated copies is a high 
quality original. 

Using this method, copies can be 
duplicated one or more up. In a mat- 
ter of minutes the required number of 
forms are delivered in expanding clear 
plastic envelopes to save padding and 
wrapping and to keep the forms clean. 
These transparent envelopes afford an 
easy means of identification at point of 
use. Since forms are duplicated only 
for current requirements, storage space 
is saved and waste due to obsolescence 
is reduced. 


Comparison of Operational Steps 
A glance at our new flow chart in- 
dicates most of the advantages pro- 
Where 17 
steps were formerly required to requisi- 


vided by our new system. 


tion and obtain a new supply of forms, 
it is now done with four. 

In addition, we have accomplished 
major savings from the reduction 01 
elimination of: 

1) Outside purchase costs 

2) Inventory investment 

3) Form design and composition costs 

4) Delays in form procurement 

5) Time lag in installation of new pro- 
cedures 

6) Shipping and handling charges 

7) Forms storage space 

8) Deterioration of forms in storage 

9) Obsolescence 


The above case-history is a good ex- 
ample of how American businessmen 
can assist one another by the free inter- 
change of information. METHODS in- 
vites its readers to submit similar ma- 
terial for editorial consideration. 











Microfilmed copies of the records in this room occupy only 9 square feet. 


When inactive records 
must be retained 


MICROFILMING SAVES 9000 SQUARE FEET OF STORAGE SPACE 


miinnn A COMpPrehensive 
program of microfilming records has 
Intermountain 
almost 


enabled the Pacific 
Express Company to save 
9,000 square feet of record storage 
space and provide protection for, and 
easy access to, the enormous accumu- 
lation of records which must be re- 
tained to comply with government 
regulations, and for the efficient con- 
duct of its business. 

Pacific Intermountain Express, a 
large West Coast motor carrier, was 
plagued with the problem of handling 
and storing an ever increasing volume 
of records, a problem common to 
growing companies in the trucking 
business as well as in many other 
lines. P.I.E. issued 588,499 bills of 


lading in 1947; in 1948 the number 


increased to 681,007, and in 1949 it 
was 758,856. Every year the amount 
increases over the previous year, add- 
ing to the volume of records which 
must be retained for specified periods, 
under the regulations of the Inter- 
state Commerce Commission. 

Freight bills issued by P.I.E., which 
must be kept for six years, amounted 
to 819,941 in 1950. 
payroll checks, which must be _ re- 
tained for five years, amount to about 
50,000 a year. P.I.E. sends out some 
100,000 Line Drivers Logs each year 
too, which must be recorded. 


And cancelled 


P.I.E.’s records for one year are 
enormous. Faced with the problem 
of keeping them for periods of years, 
and some permanently, it is easy to 
understand why the company was in- 


methods 
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terested in reducing the 9,000 square 
feet of space it was using for record 
storage to 9 square feet through the 
medium of microfilming. 


How Microfilming is Handled 


The company purchased micro- 
filming equipment and set its micro- 
filming program in motion early last 
year. Two employees handle the 
actual mechanics of the job, prepar- 
ing material for filming, running the 
records through the recorder, scan- 
ning on the reader and filing. 

Using the automatic feeder, the op- 
erator can run about four 100 foot 
rolls of film daily, unless it becomes 
necessary to hand feed certain items. 
One roll of film will record both 
sides of more than 9,000 checks, which 
means about three file boxes of checks 
reduced to a single roll of film boxed 
for filing, occupying a space only four 
inches square and one inch high. 

On documents where it is neces- 
sary to film only one side, P.I.E. can 
photograph on one-half of the 16 mm 
film, then run back over it and use 
the remaining 8 mm strip, saving half 
the cost of film and reducing the stor- 
age volume by one-half. On checks 
where both the face and endorsement 
side must be recorded, the equipment 
handles both sides of the document 
in one filming, through a unique V- 
mirror arrangement. This eliminates 
the necessity for running the checks 
through the recorder a second time to 
show endorsements, and also insures 
that the endorsement will appear di- 
rectly opposite the check on the film. 

P.I.E.’s_ immediate project is to 
complete the microfilming of all its 
old records. The company filmed, 
checked and catalogued 1,241,578 of 
these records in the first few months 
of the installation, but it is estimated 
that the files in storage when micro- 
filming began would require some 
570 rolls of microfilm, or some six 
million film images, to complete. 
However, filming, checking and cata- 
loguing has been done so efficiently 
that P.I.E.’s microfilm staffers can lo- 
cate any microfilmed document in 
about one minute. 


For more information, Circle num- 


ber 327 on the Reader Reply Card. 
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six forms 


om too, can.save thousands of dollars a year, as others have done, 
through simplifying their order-billing systems, by combining 
several related records into one ...for one writing. Snap-Easy sets 
eliminate assembling sheets, inserting carbons and 

provide much cleaner copies in half the time. 


So, why six different writings and higher preparation costs, 
when one combined Snap-Easy form eliminates 
extra work and headaches? 


FREE: Address Dept. 6A if you have — 
: SEQ a complex forms problem, We will show 
Lee you how to cut costs. Send a copy 

of the form you'd like revised. 


- —l-2 





- GAVRIN PRESS =: 


NEW ROCHELLE, NEW YORK 


\ 





ACROSS THE COUNTRY e 30-60 DAY DELI 


i a 


(Circle 303 for more information) 
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SAVINGS of TIME 
and ELIMINATION 
of “NORMAL WASTE” 
in MIMEOGRAPHING 
WILL PAY FOR THE 
“20th CENTURY” 





THE SMART OPERATOR USES A 
4 


nanny duplicator 


_, because a MARR is better by far! 





As done profitably by thousands of MARR 
owners, beautiful printing right in your ows office 

forms, bulletins, announcements, et on all 
types and sizes of paper is produced easily 
fast and at lowest cost. 

The New MARR “20th Century”, illustrated 
embodies versatility sper d, accuracy cleanliness 


and economy 


® Prints up to 12,000 perfect copies an hour 

® Automatically feeds single sheets (no 
doubles ) down to the last sheet (no waste 

® Automatically counts printed sheets and 
stops when run is done 

® Keeps work and operator spic and span 
with its exclusive inking system and patented 
rotating button bar for changing stencils 

® Has many other superior features 


There's a fine NEW MARR Duplicator to fit 
every budget, every office, every job! Let us show 
you by demonstration how the New MARR pays 
for itself through savings in time and supplies 


MAIL THIS COUPON TODAY! 


MARR DUPLICATOR CO., Inc. 
53 PARK PLACE, NEW YORK 7 
[] Please g@nf me more information about 


MARR Mimeo-Duplicators. 
{") | would like a demonstration in our office. 


Name 
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- |s the price right? 


HOW MAGNETIC PRICING CARDS SIMPLIFY ORDER-INVOICE WRITING 


Ce |e price book ts thr 
most used, and usually the worst de 
signed, business reference record. 
Many problems contribute to this 
condition: Need for many copies 
secrecy of prices and discounts—con 
stant changes in prices—additions 
and drops from the line. Generally 
the pricing records used by order and 
invoice clerks are copies of — price 
sheets issued to salesmen, plus a myri 
ad of interlineations and notes. Sel 
dom are these internal pricing books 
alike, due to inadequate systems for 
publicizing changes among all per 
The bugaboo of 
are often di 


sonnel concerned. 
billing—pricing errors 
rectly traceable to poor design and 
too great an eye-distance from the ret 
erence figures to the order-form being 
priced. 

The price card system at Magnus 
Chemical Company, of Garwood, N. 
J.. manufacturers of industrial clean 


ers, holds the answer to these prob 


lems. 


The Problem 


Before the new system went into el 
fect, the order-editing clerks had to 
look up from three to eight different 
reference records to price and code an 
order. In the industrial chemicals 
industry, besides having to know the 
size, gross-tare-net weight, unit selling 
price, unit amount commission is 
paid on, transportation charge and 
taxes, it was necessary to code each 
order for freight classification, prod- 
uct code, commission rate, and wheth- 
er the product was discountable or 
not. On orders shipped from ware- 
houses, differentials had to be added 
and treight costs figured. Further- 
more, the unit selling price and unit 
commission price had to be extended 
by pounds or gallons on a calculator. 


Of course. all this data had to be re- 


Extended price cards, with complete coding and pricing information for all sizes of the product, 
are filed vertically and can be machine or hand-posted. 



































é MAGNUS NO, 325-SS 712 A D FEDERAL WHSE. oeuiv. ) 

Fer Cia PRODUCT PROD CODE COMM RATED: FNTARIED ~~ F. 0. B. POINT 

__GROSS—TARE-NET UNIT | EXTENSION UNIT | EXTENSION | PORTATION oD % "cu OR EX-WHSE 

L| 5’G | TBS) 1.66 89.64 1.47 79.38 10.26 1.79 1-14-52 _ 
477-50-427 DELIV. 

M} 30G/TBS. 1.73 51.90) 1.52 45.60 6.30 1,04 1-14-52 
267-320-237 DELIV, 

S| 19G6,7BS; 1.87 28.05 1.62 24.30 3.75 56 | 
137-18-119 DELIV. 

C; 5G; TBS, 2.13, 10.65| 1.72 8.60 2.05 621 1-14-52 
46-8-38 DELIV. 

| RS RSE PRICE CARD nraanian a | 








checked belore order-invoice masters 
were run. 

In searching for a better wavy, four 
method-facts stood out— 
1) Order-invoice clerks 
an entirely different price reference 


would need 
set-up than the salesman. 

2) All data for a product sold from 
one F.O.B. point should be on one 
record—with unit prices extended for 
each size container. 

3) Since many clerks used identical 
pricing records, the original should be 
made on a duplicator master where 
changes could be made easily and new 
copies run. 

4) Durability and easy finding called 
for a small visible file card, quickly 
removable for point-of-reference copy- 
ing. 


Magnetic Filing Method 

A new type of magnetic card file, 
an innovation in filing methods, 
By magnetizing 
the cards, it enables them to auto- 
matically fan-out—thus providing vis- 


proved outstanding. 
< 


ibility in a conventional tub-file. 








Magnetized cards repel one another hence 
cards do not stick together and are easy to 
pull from the file. 
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Visible price cards in magnetic file trays are 
easily removable to the point of copying. 


Each card has an extremely thin 
sheet of magnetized foil laminated in 
the stock. Since like magnetic poles 
repel one another, the cards just can’t 
stick together. <A specially designed 
refiler is used to indicate the “OUT” 
location and speed refiling. 

Today, pricing is done in half the 
time previously needed. To price a 
product, the order clerk merely pulls 
the 8 x 5 magnetic card, finds the size 
line with a straight-edge, copies the 
complete data, including extension 
on unit price, freight, and tax. Only 
on about 10°, of the orders—where 
two or more units of a product are 
sold — is additional computation 
needed, since pre-extending  elimi- 
nates calculating. As the card is be- 
ing removed, the slotted refiler is set 
in the “OUT” location. In refiling, 
the returning card slides through the 
slot. 

Price cards are made for all recur- 
ring conditions of sales, such as sales 
F.O.B. factory, delivered from ware- 
houses, F.O.B. warehouses, and sales 
delivery zones. To assist in rapid 
identification of these groups, various 
light colors of cards are printed in 
brown ink and the data reproduced 
in purple, red, green, and blue. 

Because keeping these files up-to- 
the-minute is a vitally important fea 
ture of the system, the masters and a 
set of control cards are maintained by 
the sales department which issues 
pricing data. When a change of any 
type affecting the price, codes, con- 
tainer weights, or taxes is made, new 
dated cards are run which replace the 
obsolete cards in each file. 


For more information on magnetic 
cards and equipment please circle 326 
on reade? reply card. 
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For Continuous Form Billing 








Gives You Better Carbon Copies 


FOR USE ON FANFOLD FORMS OR OPEN WEB FORMS. EASY TO OPERATE, CONVENIENT, 
REDUCES CARBON COST. MADE WITH THE RIGHT CARBON TO GIVE WRITE COPIES. 


MAIL the COUPON TODAY. THANKS 


Use of Kee Lox Dupli Packets saves considerable time 
and permits work to be done with greater ease and 
accuracy. One loading of the forms with Kee Lox 
Dupli Packet enables the operator to write as many as 
3,000 invoices before a new set needs to be installed. 
Your complete satisfaction in the use of Dupli Packets 
on all continuous forms having an original and as 
many as ten Copies: is a Kee Lox gucrantee. 


Users find Dupli Packets give them better Carbon 
Copies at lower Cost than any other method. A trained 
Kee Lox representative will help you get started. 


KEE LOX MFG. Co. 


Rochester 1, N. Y. 
Offices in all large Cities in U.S.A. 


(Cirele 301 for more 


Kee Lox Mfg. Co., Rochester 1, N. Y. MET-3 
Without obligation to us, please send us a set 
of the number of plies which we use with our 
continuous forms. We use Size ne 


make carbon copies. 


Send to 
Address 
City 


a ee eee 
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These advertisers are using 
METHODS magazine 


Aetna Products Company 
American Photocopy Equipment Co. 
Art Metal Construction Company 
Bankers Box Company 
Burroughs Adding Machine Co. 
Columbia Ribbon & Carbon Co. 
Ralph C. Coxhead Corp. 

A. B. Dick Company 

Dictaphone Corp. 

Dictograph Products Ine. 

Ditto Ine. 

DoMore Chair Co. 

Thomas A. Edison Ince. 

Executone Inc. 

Facit Ince. 

Ferris Mfg. Co. 

Arthur J. Gavrin Press, Ine. 
General Binding Corp. 

General Fireproofing Co. 
Globe-Wernicke Co. 

Gray Mfg. Company 

Harter Corp. 

Haloid Company 

Philip Hano Co., Ine. 
Hush-A-Phone Corp. 

Imperial Desk Co. 

Indiana Desk Co. 

International Business Machines Corp. 
KeeLox Mfg. Company 
LeFebure Corp. 

Merrill Lynch, Pierce, Fenner & Beane 
Macey-Fowler Inc. 

Magnetic Recording Industries 
Marr Duplicator Corp. 

Master Addresser Co. 

Mosler Safe Co. 

National Cash Register Company 
Odhner Calculator Co. 

Olivetti Corporation of America 
Ozalid Div.—General Aniline & Film 
Pitney-Bowes Ine. 

Remington Rand ine. 

Robotyper Corp. 

Rockwell Barnes Co. 

Safeguard Corp. 

Shaw-Walker Co. 

Simpla Research & Mfg. Co. 
Soundscriber Corp. 

Standard Register Co. 

Staplex Co. 

Thomas Mechanical Collators 
Underwood Corp. 

Visirecord Inc. 

Vocaline Corporation of America 
Vue-Fax Corp. 

Wassell Organization Ine. 
Alfred Allen Watts Co., Inc. 
Watson Mfg. Company 

Wilson Jones Co. 


Available now to advertisers ...a 14 page 
analysis of the business equipment market and 


METHODS!’ place in it. 
Copy on request. 
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a fable about J. G. Cashmore, v.p. in-charge of sales 


Corporation. 


at this company needs is a new invoice!” said J.G. 








form 














J. G. sent for Al in Advertising. 
“Al, you’re a good layout man 
—see what you can come up with in 
the way of a new invoice form.” 
“Sure, J. G., I'll send you a rough.” 
Al came up with Form #1. Very 
pretty. Not compensated for typing. 
Wouldn't fit a window envelope. Ex- 
pensive to print. But—a “stopper!” 
J. G. wasn’t exactly happy with Al’s 
masterpiece, but he didn’t want to 
antagonize Al from Advertising, es- 
pecially since Al designs his Christ- 
mas cards every year. 
So he called in Dave from Drafting. 
“Dave, you’re an engineer 
tical Al 


on it, 





a prac- 
man. 
worked 


from Advertising 
but all I want is a 
sim ple invoice, not a fancy ad.” 


“Sure, J. G., Pl draw it right up 
and get Olive from Office Services to 
type the headings.” 

Form +2 is what came from Dave's 
Much better. But 
lots of odd spacing on the typewriter. 
Type much too strong—entries will 


drafting board. 


be hard to read. 


J. G. was more than unhappy—but 
after all, Dave from Drafting had 
been working on bills of material for 
many years. 

So called 
Form salesman. 


he on Bert, Business 
“Bert, we want new invoices print- 
Find out what we really need— 
and design it. You know how.” 

And Bert did know how, as you 


can plainly see in Form #3. 


ed. 
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_ How not to design an invoice 
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2 PARK AVENUE «+ 
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ae we.) INVOICE 
1A 
vi ORDER NO. 
| py_DIAMETRIC PRODUCTS CORPORATION _ 
—>E- 2 PARK AVENUE + SOSTON, MASSACHUSETTS 
OROER NO CUSTOMER & OROER NO COUNTY SALESMAN CATE SriPPeo venms 
9% 10 Deys — Met 30 Days 
SHIP BILL 
To To 
[Route 
re CONTRA | NO. INY | nous | erate | Tak : Pro. FRT. BULL 
(Tem QUAN PART NO DESCRIPTION UNIT 
“ = Price AMOUNT 
1 
2 
3 
4 
SELLER REPRESENTS THAT WITH RESPECT TO THE PRODUCTION OF JHE ARTICLES AND/OR THE PERFORMANCE OF THE SERVICES 
COVERED BY THIS INVOICE, IT HAS FULLY COMPLIEO WITH THE FAIR LABOR STANDARDS ACI OF 1936, AS AMENDED. 
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(4) <a ee “Pull up achair... 

ir) 2 “y CH fe) 
this is my new Art Metal Conference 
Desk ...I'm ready any minute 


for a five-man meeting.” 





Yes sir! Our new Conference Desk has 
many fine points that aid ease, order and efficiency : a BIG pedestal 
(right or left side, as ordered) with drawer space virtually the same 
as a two-pedestal desk, three convenience drawers in desk top, two 
work-organizer desk-tray drawers, and large side-to-side vertical 
file drawer, plus private locker for storage. Pedestal drawers have 
Art Metal fingertip ball-bearing roller suspension. The Art Metal 
Conference Desk has baked enamel finish in gray, and warm gray 
linoleum top with aluminum trim —a desk built for action and 


styled for leadership. 


EXECUTIVES: If you, like many others, are planning ahead 
for office improvements or expansion, write us for the book- 
let on Art Metal office equipment, including complete details 
on the Art Metal origination — the Conference Desk . . . Art 
Metal Construction Co., Jamestown, N. Y. 


For over 60 years the hall-mark 
of the finest in business equip- 
ment... desks ¢ files + office 
chairs * visible record equipment. 


(Circle 312 for more information) 











How to save the boss 


WHEN A FORM LETTER WON'T DO—OR WON'T DO AS WELL— 


TRY PUSH-BUTTON TYPING 


Lhe sales manager read through his 
morning mail. Six letters from pros 
pects required specific information 
about deliveries . . . two letters from 
customers about extending their use 
of his products . .. a handful of an 
swers to the company’s latest adve1 
tisement. 

Conservatively, the sales manage) 
could count on a solid hour or two of 
dictation. His secretary could figure 
an additional two hours of typing. 
lotal cost: $15.00 for the sales man 
ager’s time to dictate, and $4.00 for 
the girl’s time to take dictation and 
transcribe. 


A New Way to Dictate 

You'll probably agree that most of 
the above letters warrant individual 
answers. When a management man 
takes time to personally write a letter 
of inquiry, he can expect—and does 
expect—a management man to answe) 
him. 

Now let’s see how that same sales 
manager might handle his morning 
mail if his office was equipped with 
automatic typewriting equipment. At 
the bottom of each letter, as soon as 
he had finished reading it, he would 
jot down the numbers of any of 100 
previously prepared paragraphs de- 
signed to cover almost any con- 
tingency that could arise. If specific 
price quotations or dates were re- 
quired these would be noted next to 
the numbers. Morning “dictation,” 
this new way, would take about 
twenty minutes. 

His secretary would pick up the let- 
ters, sit down in front of her auto- 
matic typing equipment, and manu- 
ally type in the addresses and opening 
salutation. ‘Then she would press a 
series of buttons corresponding to the 
paragraph numberings indicated by 
the sales manager. The automatic 


equipment would do the rest. If a 
price or date fill-in was required, the 
machine would stop at the pertinent 
place and she would type it in manu- 
ally. With three machines running 
at once, each typing at the rate of 
135 words per minute, the whole op- 
eration might take a half hour. 

Thus, on a weekly basis, instead ot 
spending almost one hundred dollars 
to handle the morning mail, dictation 
and typing costs would be about 
twenty dollars. 


Other Applications 

While the type of dictation de- 
scribed above is certainly the most 
dramatic use of automatic typing 
equipment, other applications are 
more typical of the everyday use of 
these machines. ‘Take the case of a 
publishing house in the Midwest. 
This company was using direct mail 
solicitation for new subscribers to 
their magazine. One particular list 
they had mailed to was heavily cov- 
ered through a series of ordinary form 
letters that were not individually 
typed. Before abandoning the list so 
far as further solicitations were con- 
cerned, the circulation manager de 
cided to try once more with a person 
ally addressed and typed letter to each 
man who had not subscribed. An 
operator typed in the name and ad- 
dress of each prospective subscriber 
and the salutation, then pushed a but- 
ton and the automatic machines typed 
the letters at high speed. Result: 
these typed, personal letters to a 
theoretically “exhausted” list, pulled 
better than 50%. More amazing, 
16° of the new subscriptions were for 
two years instead of the usual one! 

This experience is not untypical in 
the direct mail field. Of course, for 
volume alone, or for cost, automat- 
ically typed letters cannot compete 


methods 


an hour a day 


atin. 


with such “high frequency” reproduc- 
tion methods as mimeograph, multi- 
graph, multilith, 
other duplicating systems that deal in 
thousands per hour. But for person- 
alized perfection at bargain prices, 


photo-offset and 


automatic typing is tops and its amaz- 
ing versatility all but offsets its limi- 
tations. These various types of equip- 
ment do not overlap. Each has its 
place. There are numerous instances 
when quality and not quantity is par- 
amount—and vice versa 


How It Works 

The key to automatic typing is a 
perforated record roll similar to that 
used on the 


once-popular — player 


piano. This roll will produce com- 
plete, individually typed letters con- 
tinuously, including the date, address, 
salutation and the body of the letter, 
merely by pressing a single button. 
There is nothing “faked” about the 
process since the letters are actually 
typed. If the letter is completely 
repetitive, a single roll can be used 
with the typist merely doing the ad- 
dressing at the top. If the list of 
names to whom the letter goes is re- 
petitive from period to period, an- 
other roll may be introduced to auto- 
matically handle the addressing. 
Properly utilized, automatic typing 
equipment will turn out from 150 to 
200 average length letters per day. As- 
suming a production daily of only 
130 average letters, and counting de- 
preciation, electricity, labor and sup- 
plies, individually typed letters can be 
turned out for 


apiece. 


about three cents 


One large manufacturer in 
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the office equipment industry reports 
even a lower unit cost. “During the 
first six periods of this year, we pro- 
duced 18,760 letters on our equip- 
ment at an average cost of $.0204 per 
letter. We've included in this figure 
the cost of typing envelopes and fol- 
low-up ticklers, which, if eliminated, 
would reduce the per letter cost. We 
are extremely satisfied with the re- 
sults.” 

The most spectacular savings can 
be made in the typing of detailed 
specifications which normally require 
executive checking before they can be 
released. It’s impossible for the ma- 
chinery to make an error. Proofing is 
completely eliminated. 
last year the Connecticut Mutual Life 
Insurance Company, in its annual re- 


For example, 


port to policy holders, noted an appli- 
cation in which the savings were so 
outstanding as to warrant inclusion in 
this report. Illustrating their auto- 
matic typewriting equipment, they 
stated; ‘Many policy owners take ad- 
vantage of the Company’s service of 
paying benefits on an income basis 
Over 
15,000 special income agreements are 


rather than in lump sum. 
prepared for policy owners each year, 
and the provisions of many of these 
agreements are typed on this machine 
which automatically writes 120 to 140 
words per minute. It automatically 
stops so that the operator can add by 
hand any necessary insertions in the 
agreement.” 

For more information about auto- 
matic typing equipment, including 
price, please Circle number 325 on 
the Reader Reply Card. 





noes mw TH 
e¢, 





Colitho Plates are adaptable to 
purchasing, manufacturing, dis- 
tribution, selling, billing and accounting forms. 


(Circle 311 


BE 


LIVE IN YOUR OFFICE? 





The admission you'd pay to see 
this in an aquarium is lost to sight 
when compared to the millions that 
are wasted to keep it in an office. 
Old-fashioned write and re-write. 
do-it-over-and-over-again paper work 
methods are burdens that give 
Pal statements saddle sores. 

But no more of that for the hun- 
dreds of companies all through in- 
dustry who have streamlined their 
paper work with Colitho “One Write” 
Systems. Work-hours and cost-dol- 
lars are saved in huge quantities 
when you use Colitho Offset Master 
Plates to convert estimating, pur- 
chasing, production and billing forms 
into ‘tone write’ systems. The first 
typing gives you the copies you need 
immediately, plus a long life master 
plate ready to print on any offset 
duplicator. 

Colitho Plates are printed to your 
requirements and supplied in ‘“‘snap- 
out” manifold sets or continuous 
for tabulator, teletype, formswriter, 
or addressograph. Some businesses 
use them as single plates, either pre- 
printed or blank. 

Don’t let this opportunity go by 
without finding out whether we do 
know what we are talking about. 

Mail the coupon now. You'll 
save money if we're right. 


COLUMBIA RIBBON & CARBON MFG.CO. Ine. 
120-6 Herb Hill Road, Glen Cove, L.1., New York 


Oo 


OFFSET MASTER PLATES 


Colitho plates and supplies make any 
offset duplicator a better duplicator. 








120-6 Herb 


Please send 


Name 


Covtumsia Rippon & Carson Manuracrurine Co., Ine. 


Colitho Masters. 


Hill Road, Glen Cove, L. L., N. Y. MM-6 


me a copy of the Colitho Manual and samples of 





Title 





Company 











Plate Size 


Address 
City Zone State 
Make of Duplicator Model 











Clamp Style 














for more information) 
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THIS MONTH'S EXPERTS 


This 


vited a group of representative 


month, METHODS in- 
office equipment manufactur- 
ers to contribute their side of 
the story on the above ques- 
While 
identified by name, the article 


tion. no company is 
covers the remarks of a large 
business machine manufac- 
turer, a large business forms 
organization, a major business 
equipment and supply com- 
pany, and one of the biggest 
of the business reproduction 
systems manufacturers, 

The 


thing in common: all sell their 


four firms have one 
products on a systems basis. 
In other words, their salesmen 
offer a method, rather than a 
product, in their basic sales 
approach. 

The facts presented here, 
together with last month's 
“METHODS Asks the Experts’ 
article, The Facts About Man- 
agement Consultants, will pro- 
vide the businessman, in need 
of outside help, with basic in- 
formation upon which to take 
action. 





A MONTHLY FORUM ON A CURRENT MANAGEMENT PROBLEM 


s the office equipment salesman 


ee |) like to re-phrase 
your question,” the sales promotion 
manager of one of the biggest office 
equipment manufacturers wrote. ‘““The 
office equipment salesman IS a quali- 
What the 


businessman wants 


fied business consultant. 
average American 
to know is how far he can go in 
trusting the recommendations of a 
sales representative. In other words, 
is the man biased—is he experienced— 
does he have the broad overall perspec- 


tive needed by a consultant?” 


The Facts of the Matter 
‘The 


salesman is a 


average business equipment 
man. As 


one of the large business equipment 


commission 


manufacturers says, “It is obvious, of 
course, that no sales representative can 
afford the time required to make a de- 
tailed survey of a prospect’s require- 
That is, one that takes several 
When 
this is required, there is usually more 


ments. 
weeks to survey and analyze. 


involved than simply the installation 
of a piece of office machinery or equip- 
ment. Therefore, the prospect should 
very carefully analyze his requirements 
before deciding on whether to rely on 
office 
equipment sales representative or to 
call in a professional consultant. In 


the recommendations of an 


most cases, however, he should find it 
effective to consult with the sales repre- 
sentative, get his recommendations for 
a specific proposition, and then con- 
sider whether further results are re- 
quired that would necessitate the pro- 


SRO Se 
"It costs the prospect nothing 
to consult first with the office 
equipment representative to 
ascertain if the results de- 
sired can be met through his 
recommendations." 


‘Raa a 
fessional approach.” 

Almost all of the manufacturers sur- 
veyed confirm this approach. For ex- 


ample, another company states it this 
way, “Management Consultants are not 
employed except when problems be- 
come manifest and need for remedial 
measures is evident. When retained, 
they analyze problems from their over- 
all effect on business, and ultimately 
recommenda- 
detailed 
systems, they are logically dependent 


work down to detailed 
tions. For the solution of 
upon the salesman specialist to secure 
specific application of equipment and 
supplies to basic problems.” In other 


words, the management consultant 
works from the overall problem to the 
specific. The office equipment. sales- 
man starts with the specific. 

Yet another manufacturer candidly 
states his company’s problem this way, 
“Our salesmen are generally limited to 
working upon systems problems which 
offer ultimate potential for the sale of 
our products. As a result, we see no 
opportunity for their services to be con- 
fused, or conflicting, with the activities 
of management consultants. We are 
concerned primarily with only the very 
narrow wedge of business operations 
involving high volume.” 


Using Free Advice 

There’s nothing “cheap” about free 
advice. While American businessmen 
do receive the benefits of a free profes- 
sional service rendered by office equip- 
ment manufacturers — advice that 
would cost them hundreds of thou- 
sands of dollars if performed on a pro- 
fessional fee basis—the practice takes 
plenty of executive time. 

But this does not mean that the time 
spent with the office equipment sales- 
man is wasted. On the contrary, cost- 
conscious businessmen can find it ex- 
tremely Unfortunately, 
though, in the average firm the office 
equipment: salesman is seen by the 
wrong level of management. “One of 
the chief problems,” one manufacturer 
states, “that faces most office equipment 
representatives is the 


productive. 


prospect's re- 
luctance to permit the representative 


to examine the problem—particularly 
if the method is not visibly ailing. As 
is usually the case, most procedures be- 
come routine and continue so without 
examination.” 

This is a very important point. If 
the salesman sees a low echelon em- 
ployee he’s in the situation of poten- 
tially embarrassing that man by expos- 
ing a weakness in his operations. ‘The 
top level man is more open-minded. 

Moreover, there are more wasteful 
procedures and practices beneath the 


"In most cases, management con- 
sultants are not employed ex-= 
cept when problems become mani- 
fest and need for remedial meas- 
ures is evident." 


surface of the average business than 
there are readily apparent ones. ‘These 
are the sore-spots the salesmen searches 
for since they offer the greatest chance 
for a sale. 

Since his advice is free, the prospect 
literally has nothing to lose but time 
by permitting him to examine internal 
operations. 


Fear of Being "Sold" 


The company mentioned above car- 
ries its point farther. “In interviewing 
manufacturer’s representatives, most 
people are afraid of being ‘sold’ and 
are consequently afraid of entertaining 
a proposal or of asking for a proposal. 
This is bad reasoning. ‘The prospect 
or customer may be assured that the 
manufacturer’s representative cannot 
expect to get away with claims which 
he cannot prove. If the prospect ac- 
cepts a proposal, responsibility for 
making the proposed solution work is 
logically assumed with the _ order. 
Hence, a prospect, now the customer, 
may exercise his option of non-accept- 
ance of the equipment and supplies en- 
tailed.” 
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a qualified consultant? 


In the case of the professional con- 
sultant, of recommendations 
are paid for on a contract basis. ‘There 
is no option. 


course, 


How Competent is the Salesman? 
Naturally, the experience of sales- 
men can vary enormously. A 
who has been designing and _ selling 
business forms for 


man 


twenty years is 
bound to be more competent than a 
neophyte. 

This fact is mitigated, however, by 
the fact that the new man can supple- 
ment his own knowledge and experi- 
ence with that of the other, more ex- 
perienced men in his firm. “Our com- 
pany is so organized,” reports one man- 
ufacturer, “that a salesman with a few 
months’ experience can often bring 
just as much knowledge in results to 
the prospective user as can an old- 
timer. We have organized in each of 
our field offices a comprehensive ref- 
erence library containing data on the 
application of our equipment to all 
Our 
field organization reports details of in- 
teresting and effective applications to 
headquarters. 


types of business organizations. 


These case history re- 
ports are analyzed, reproduced, and 
distributed throughout the country. 
Thanks to good filing and classifica- 
tion, it is available to all salesmen for 
reference. Incidentally, the great value 
of this material is that the results 
shown are based on fact, not theory.” 


"It isn't at all unusual for us 
to lose money on the first order 
we sell to a customer, because 
of the terrific amount of de- 
tail work required." 





The Case for the Salesman 

In one particular area, the business 
equipment salesman operates with a 
distinct advantage over the profession- 
al. He sees, in a single week, more 
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different businesses than a 
ment consultant 


months. 


manage- 
will see in many 
In this respect, his experi- 
ence is both broader and more current. 
Controlled Materials Plan record keep- 
ing is a good case in point. When CMP 


"One of the chief problems that 
faces most office equipment 
representatives is the pros- 
pect's reluctance to permit the 
representative to examine a 
problem — particularly if the 
method is not visibly ailing." 


into effect, most manufacturers 
without experience in the last war 
were in a mess. Other firms, in spite 
of their experience with CMP were 
without the services of the particular 
individuals who handled that complex 
problem last time. While management 
consultants were able to handle the 
problem, few of them could spread 
themselves thin enough to answer all 
the calls and the need for speed. Manu- 
facturers of record keeping equipment, 
on the other hand, quickly released to 
their field men detailed instructions. In 
many cases, their own experts drew up 
standard forms which were applicable 
to the vast majority of companies af- 
fected by the law. 


went 


A salesman, what- 
ever his experience, knew vastly more 
than they, in most cases, within a few 
weeks after CMP was introduced. 


Do Salesmen Over-Sell? 


Some years ago, a cartoon was cur- 
rent which showed a peanut vendor 
with a large, complex, and shiny ma- 
chine rigged on top of his vending 
wagon. ‘The caption read “Somebody 
sold Tony too much machine.” 

There’s no doubt but that a sales- 
man is forced to make his living by 
applying his equipment, wherever pos- 
sible, to his 
problems. In 


customers’ 
practice, 


procedural 
however, it 


takes a very naive businessman to be 
badly overstold. Ninety per cent of 
the time the customer can make his 
evaluation on the simple basis of 
whether or not the equipment will pay 


for itself. And the burden of proof is 
on the salesman before the order is 
signed! 


Few companies permit the installa- 
tion of equipment where it is obviously 
ill-suited for the application to be han- 
dled. The salesman has too much 
preparatory work prior to the signing 
of an order to waste time on dubious 
applications. The company, on the 
other hand, has too great an equity in 
its reputation to permit the practice. 

The greatest difficulty for the buyer 
arises when he calls in two or three 
competitive manufacturers to make 
recommendations. On order-invoicing, 
for example, there are probably half a 
dozen techniques quite dissimilar, 
which can be successfully applied. In 
these cases the purchaser must rely on 
his own instincts plus careful compar- 


"In the solution of systems 
problems, equipment and sup- 
plies are sold only aftera 
practical solution to the prob- 
lem is offered. Inthis respect, 
the customer is offered the op- 
portunity to see demonstrated 
to his satisfaction that the so- 
lution will work." 


ison of initial price and operating costs. 
Probably the best alternative is to ask 
each of the salesmen to recommend 
one or more installations of a similar 
nature in the same locality. The 
prospective buyer can then contact 
these users to help in making his final 
decision. 


Look for the Salesman Specialist 


Quite a number of business equip- 


ment manufacturers retain salaried 


specialists to assist their salesmen on 
particularly difficult or important ac- 
counts. Some companies charge a fee 
for this service, especially if the job to 
be done is apt to be protracted. More 
often, however, the service is free if the 
potential for a sale is great enough to 
warrant it. Justly, in these cases the 
manufacturer expects the prospect to 
buy from him if he is satisfied with the 
final recommendation. One firm puts 
it this way, “In the case of our invest- 
ment in surveys for our customers, ex- 
perience has shown that the only really 
profitable customer for us is the one 
who continues to purchase our prod- 
ucts year after year, order after order. 
It isn’t at all unusual for us to lose 
money on the first order because of the 


"If the problem is apparent, 
then manufacturers’ represen- 
tatives may be expected to offer 
solutions to the problem. If the 
problem has not been properly 
analyzed, and cannot be accu- 
rately and completely present- 
ed, then it is unlikely that the 
representative can be of major 
assistance." 


terrific amount of detail work required 
to establish the internal “channel” 
through which our relations with that 
customer must be guided. After we've 
done our work, if the customer fails to 
give us the order, and subsequent re- 
orders, our profit evaporates.” 


The Odds Favor the Prospect 


Another of the large business equip- 
ment firms states it this way, “A pros- 
pect is under no obligation when he 
asks us for recommendations. Loss of 
time on surveys is an occupational haz- 
ard of the industry, and our salesmen 
know it. We have to accept our pros- 
pects on faith—and in most cases the 
confidence is justified. From our point 
of view, the important thing is to get 
permission to make a survey. All one 
of our salesmen can ask for is an 
open mind and a willing listener. The 
prospect’s obligation ceases there. At 
that point we have to produce!” 
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New development synchronizes 
calculator and typewriter 





A new device has recently been an- 
nounced whereby it is possible to use 
an electric typewriter to produce auto- 
matically, in tabulated form, the out- 
put of a full keyboard rotary calcu- 


lator. This development is_particu- 
larly important because it eliminates 
one of the most expensive, time-con- 
suming and error-producing phases of 
the calculating operation. 

Automatic control circuits integrate 








NAME RATE 3.T.E 0.T OSS 
J, Adams 1.75 78.75 4.37 83.12 
P.B. Brown 1.67 75.15 4.17 79.32 
R.K. Chaney 1.52 68.40 3.80 72.20 
B. Collins 1.67 75.15 4.17 79.32 
H. Dunne 1.85 83.25 4.62 87.87 
L. Emery 1.82 81.90 4.55 86.45 
J. Fischer 1.85 83.25 4.62 87.87 
W. Prank 1.93 86.85 4.82 91.67 
M.L. Howard 1.95 87.75 4.87 92.62 
W. Jones 1.37 61.65 3.42 65.07 
E. Kine 1.50 67.50 3.75 71.25 
I.W. Lawrence 1.75 76.75 4.37 83.12 
0. Lewis 1.87 64.15 4.67 88.82 
M.M. Mond 1.72 77.40 4.30 61.70 
I. Oleson 1.87 84.15 4.67 88.82 
J. Peterson 1.50 67.50 3.75 71.25 
P.M. Porter 1.37 61.65 3.42 65.07 
T. Poulos 1.95 87.75 4.87 92.62 
R. Rayler 1.83 82.35 4.57 86.92 
C.M. Razner 1.93 86.85 4.82 91.67 
C. Rees 1.85 83.25 4.62 87.87 
M.A. Sidel 1.82 81.90 4.55 66.45 
H.R. Taffel 1.85 83.25 4.62 67.37 
L.K. Taite 1.67 75.15 4.17 79.32 
M.O,. Thompson 1.52 68.40 3.80 72.20 
R.W. Troy 1.67 75.15 4.17 79.32 
W. Urick 1.75 78.75 4.37 83.12 
J.B, Vann 1.87 84.15 4.67 88.82 
R.H. Voss 1.85 83.25 4.62 87.87 
C. Williams 1.75 78/75 4.37 83.12 
S.A. Worsham 1.50 67.50 3.75 71.25 
G.L. Young 1.67 75.15 4.17 79.32 
R.G. Younger 1.75 78.75 4.37 63.12 
L. Zilberg 1.50 67.50 3.75 71.25 
TIME 2 man Tope ; 
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the two standard machines so that the 
information contained in the upper 
register of the calculator is automat- 
ically recorded by the typewriter at the 
rate of ten characters per second! 
Twenty switches on the calculator pro- 
vide for any required arrangement of 
the final record—such as the placement 
of decimal points, the distribution of 
columns and the omission of unwanted 
digits. 

Shown here is an example of typ- 
ical results on a payroll application. 
The names and rate of a group of em- 
ployees have been run off on a dupli- 
cator and given to the operator. The 
sheet was then placed in the typewriter. 
When standard rate and overtime were 
calculated, both of these columns, plus 
the gross earnings, were produced for 
34 employees in less than five and a 
half minutes. 

For a booklet detailing other appli- 
cations with this new equipment please 
Circle number 346 on the Reader 
Reply Card. 
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Inter-com applied to central 
filing department 


In the January, 1952 issue of METH- 
ops we carried an article on inter-com 
(How To Reduce Your Phone Bills). 
Since then, many readers have written 
us with unusual and productive appli- 
cations they have developed for this 
type of system. While the company 
that related the experience described 
below would prefer not to have their 
name used, the results are outstanding 
and should be applicable to any firm 
with a sizeable central filing depart- 
ment. 

In order to set up better communica- 
tions between their service department 
and the central files, this firm made a 
comparative study of the costs of a tele- 
phone switchboard vs. inter-com equip- 





ment. 


They discovered that in the 
filing department alone, the savings 
would be not less than $150 per month, 
by using inter-com. 


They installed a master unit in eight 
or nine locations throughout their 
building, as well as a staff station in 
the filing department. Requests for in- 
formation are piped through the inter- 
com to the files. (See cut.) As a result 
fewer filing 
clerks and requests for information are 


they can operate with 


In addition to 
the above saving, the company esti- 
mates they save an additional $50 a 
month by eliminating the need for 
telephone call-backs which are caused 
by telling an outside phone caller that 
they will phone back as soon as they 
dig up the pertinent information. 

For more information on inter-com 
equipment, together with prices, please 
Circle number 344 on the Reader Re- 
ply Card. 


considerably speeded. 
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Work order handling speeded 
by pneumatic tube system 


Installation of a pneumatic dispatch 
tube system in a Rochester, N. Y. cloth- 
ing plant facilitates handling of work 
orders and saves 50 per cent of its cost 
in messenger service each year. 

Timely Clothes, Inc. needed the sys- 


tem to speed work orders, invoicing 
information, shipping orders, and 
other office papers between three key 
points in the plant. There is heavy 
work traffic between the main office on 
the first floor, the stock control office 
on the third floor, and the shipping 
office on the second floor. The tube 
system is of three inch diameter size 
and handles large work order sheets in 
quantity as well as other papers such 
as invoices, job tickets, correspendence, 
and other routine papers. 

Two-way service is provided between 
the main office on the first floor and 
the stock room on the third floor. A 
similar line runs between the main ol 
fice and the shipping room on the sec- 
ond floor. Because of considerable of- 
trafic between the stock 
room and the shipping department, an- 
other two-way line was set up between 


fice paper 


these two points. 
Mail orders, orders, and 
shipping orders originate in the main 
office and are dispatched in continuous 
fashion to the stock room. The pneu- 
matic tube system allows this continu- 
ous delivery where it was formerly the 
custom to accumulate a quantity of or- 
ders for messenger service. More rapid 
processing of all orders is a logical re- 
sult of this change in procedure. 
This company ships to customers all 
over the country. 


cutting 


Each order has a 
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master work sheet on 121% by 20 inch 
ledger paper that passes between de- 
partments several times on many store 
orders. These large sheets are easily 
rolled to fit in the carrier. Some cus- 
tomers’ orders must be shipped in sev- 
eral lots at prescribed intervals; other 
orders with shortages and orders with 
inspector-withheld garments; all re- 


quire multiple handling of the work 


order sheet to maintain proper con- 
trol. 

An estimate of the reduction in cost 
olf messenger service indicates a saving 
of approximately $2,000 per year. As 
is the case in all installations of this 
type, there is never a need for person- 
nel to leave their departments to tote 
papers to another office. 

For more information, Circle num- 
ber 343 on the Reader Reply Card. 
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Telephone rest speeds order 
taking and sales 


While there is nothing new about 
the phone rest shown here, recent 
changes in design have made it par- 
ticularly useful for routine ordertaking 
and telephone sales purposes. One 
large wholesaler has equipped his or- 
der department phones with this de- 
vice, thus eliminating the necessity for 
cumbersome head sets formerly used. 
Whenever it is desirable to have both 
hands free while the phone is in use, 
this equipment will inexpensively solve 
the problem. 

For more information, please Circle 
number 328 on the Reader Reply 
Card. 
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Transcribing speeches 
speeded by machine 








A court reporter in Indianapolis has 
indicated experience with dictating 
equipment in lieu of shorthand which 
will be of interest to management men 
with occasional need to obtain tran- 
scripts of speeches or discussions at 
meetings. 

A dictating machine is set up with a 
general microphone which will pick up 
the voices of the judge, the witness, 
and the attorneys. The judge of the 
court where the system is used says he 
is obtaining the most accurate trial 
records he has seen since he began the 
practice of law. 

For speeches and conventions where 
the reporter is not in a position to re- 
quest repetition of words not clearly 
spoken, he uses two dictating machines 
—one with the general purpose micro- 
phone, the other with a direct micro- 
phone. This system assures absolute 
accuracy of the typewritten copy. Costs 
are low. A whole day’s trial can be 
recorded for less than fifty cents. When 
typewritten, it covers from 150 to 180 
pages of transcript. 

For more information, please Circle 
number 345 on the Reader Reply 
Card. 
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Keep your desk uncluttered— 
Government style 








The man who uses a multitude of 
different forms in his daily routine will 





be interested in the method developed 
by the Wage Stabilization Board for 
handling this problem. Instead of the 
old style wooden pigeon-hole units on 
each desk, they have installed a series 
of modern steel assorters. ‘These units 
have sliding trays with an indexing tab 
at the front to indicate the forms held 
within. Adjustable back stops on each 
of the trays permit the user to “size” 
the tray according to the dimensions 
of the particular form it contains. The 
units are inexpensive, come in a vari- 
ety of sizes, and may be used in either 
horizontal or vertical positions. 

For more information, please Circle 
347 on the Reader Reply Card. 
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Another application for 
electric stapler 








A good example of how to get maxi- 
mum product utilization from a piece 
of office equipment is revealed in this 
Pratt & Whitney example. The com- 
pany had an electric stapler in their 
library for routine use. It had not 





been used, however, outside of that of- 
fice. In getting out their weekly pub- 


discovered that the 
stapling work, done with hand staplers, 
took more time than the collating, and 
required two girls for stapling to keep 
up with collating. By using the elec- 
tric machine the binding job is now 


lication, they 


done equally as fast, saving the labor 
of one girl. 

For more information on _ electric 
staplers, with prices, please Circle num- 
ber 342 on the Reader Reply Card. 





VOCATRON 


NOW! AN ALL-NEW 
‘Wire-less’ 
Intercom 
tt) s OFFICE Thy: 








JUST PLUG IN... 





_ 





TALK OR LISTEN 


Just flip the switch for instant two-way com- 
munication between rooms—even between 
separate buildings served by the same trans- 
former. Vocatron needs no extra wiring or 
installation of any kind. Has exceptional tonal 
quality and voice reproduction. Completely 
portable; units weigh only 31% Ibs. 

Vocatron is so simple even a child can 
operate it. Plugs in any standard 105-120 volt 
AC or DC electrical outlet—actually uses less 
electricity than an ordinary light bulb. 

$79.50 a Pair of talk-listen units (Standard 
Model CC-2). Extra units, $39.75 each. AC-DC. 
Gray ripple or walnut. Also available, Special 
Model CC-25(S)—longer range, greater sensi- 
tivity —at $97.50 a Pair. (Prices slightly higher 
west of the Rockies.) 

Vocatron is sold by department stores, office 
supply stores, radio and appliance dealers. 
If not available locally, write direct. 


YOUR BUILDING IS ALREADY WIRED FOR 


VOCATRO 





U.S. & Foreign Patents Pending 


Pe ee ee eee 


Vocaline Company of America, Inc. 
224 Bristol Building, Old Saybrook, Conn. 


Please send, without obligation, additional in- 
formation about VOCATRON: 


NAME snipes 
COMPANY _____ “ ninensnaiieinaifennabiee 
STREET_ wunidlinaiiian 
CITY & ZONE 


STATE 


(Circle 314 for more information) 


17 








CASE HISTORY: 


Editor's Note: In April, METHODS car- 
ried an article on how to handle inactive 
records. Because of the scope of the 
subject, it was necessary to deal in gen- 
rales. The following story is an actual 
case history of the results that can be 
expected from a methodical record re- 
tention program. 


CEE Aout a year ago, a 
large Oil Field Supplier decided to con- 
solidate its several offices in a single 
centralized unit. Not the least of 
their problems was the matter of merg- 
ing the records from their two central 
control points into a single cohesive 
system. 

As is true of most companies today, 
the storage of papers had grown to 
alarming proportions. For example, 
a preliminary survey revealed that the 
company had on hand 2,355 file draw- 
ers of active records. Moreover, these 
records were maintained in an incred- 
ible number of different departments. 
Assuming the very conservative figure 
of $54 per year for operating a single 
drawer of active material, the annual 
cost to the company for filing ran 
about $127,000. 

The company decided that a more 
complete job could be done with the 
help of professional assistance. They 
therefore retained the Methods Con- 
sulting Division of a large office equip- 
ment manufacturer to make a survey 
of their requirements for the move, 
and to assist them in the integration of 
records. 

To these peoples’ experienced eyes, 
it was immediately apparent that rec- 
ord consolidation was not the real 
problem. If anything, it would be 
nothing more than an automatic by- 
product of an orderly record control, 
retention, and disposition program. 


What the Experts Recommended 


Wisely, the analysis and survey of the 
company’s records was conducted by 
working with—not over—the com- 


How one company set up a record 


pany’s employees. No outsider can 
understand the peculiarities of a busi- 
ness as well as its operating employees. 
hint of that 
could be found in the written reports 


The only arbitrariness 
submitted to management was the fun- 
damental recommendation that a cen- 
tral, all-powerful control had to be es- 
tablished. They recommended _ the 
following: 

1) Control of all records from their 
inception within the company to 
their ultimate destruction had to be 
covered by a central Policy Bulletin. 

2) Control of all records and paper 
coming into the organization from 
the outside had also to be covered 
by Policy. 

3) A standard method of handling 
yearly transfer of material, includ- 
ing the automatic destruction of 
material on dates specified, as well 
as a regular schedule of moving 
material from active office files to 
transfer status, had to be a matter 
of firm company policy. 

The next step was to work closely 
with departmental supervisors to ascer- 
tain what they felt their requirements 
to be in the way of active records with- 
in their departments and filing space 
needed. It is particularly interesting 
to note at this point, that the various 
departments made an original projec- 
tion of the filing space they would need 
before the experts were called in. Each 
department, in its understandable 
eagerness to protect itself, claimed far 
more space than it was actually proved 
Without the study, man- 
agement would most certainly have 


they needed. 


had to accept most of these claims. 
After an analysis was made by spe- 
cialists, departmental heads were asked 
for another estimate of needed space. 
The consultants also submitted recom- 
mendations. A final amount was then 
negotiated. In terms of total drawers 
of filing space, here are the results: 
In use at time of survey—2355 
Total recommended — 1596 


Total agreed upon — 1854 
Forgetting all other important values 
derived from the study, and recounted 
below, this saving in space alone more 
than compensated the company for the 
effort and money that went into the 


job. (see Box) 


Results in Dollar Savings 


In March of this year, before the 
overall job was completed, the con- 
sultant firm submitted an interim re- 
port of results to date. Quoted below, 
with permission, are some verbatim re- 
marks from this report: 

1) “You have saved approximately 75 
five-drawer files (375 individual draw- 


mined until the move is completed but 
we believe this to be a fair figure. This 
represents a saving of approximately 
$7,500. 

2) “You have been saved from moving 
of 314 
previously kept in active files in the of- 


individual boxes of material 
fice. When the cost of packing, han- 
dling, trucking, unloading and placing 
in files is considered, this is a substan- 
tial amount. 

3) “Your saving in floor space is ap- 
proximately 75 filing cabinets. It is 
generally accepted that a cabinet, in- 
cluding working 


space, occupies 7 


square feet of floor space. On this 
basis there is an annual saving of ap- 


proximately $2500 which is the equiv- 








ers). This cannot be definitely deter- alent of floor space to accommodate a 
COMPARISON: FILE-DRAWERS OF ACTIVE RECORDS 
TOTAL AT TIME TOTAL TOTAL 

DEPARTMENTS OF SURVEY RECOMMENDED AGREED UPON 
Advertising & Sales 

Promotion 101 34 4| 
Billing & Sales 

Accounting ode 424 47| 
Engineering 8 12 17 
Patent él 50 55 
Purchasing-Merchandise 602 373 375 
Merchandising Sales 268 134 274 
Statistical 34 23 23 
Traffic 163 97 100 
Account Planning 75 53 56 
Credit 267 103 — 
Div. Sales 50 31 36 
General Accounting 126 70 92 
Central Reports File 0 25 25 
Industrial Relations 20 V1 12 
Insurance 25 13 13 
Payroll 95 54 65 
Plant Accounting 25 12 17 
Purchasing 90 7\ 73 
Special Sales 168 109 109 
TOTALS (Credit Dept. 

not included) 2355 1596 1854 
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retention and destruction program 


minimum of 7 more people. This has, 


in certain instances, eliminated over- 
crowding. 

collateral sav- 
Sales Ac- 
counting Department, it was originally 


t) “There are certain 


ings. For instance, in the 
planned to house the copy of the sales 
order and credit copy in binders on a 
long counter occupying 255 square feet 
With the excellent help 
and cooperation of the head of this de- 


of floor space. 


partment a solution was found that re- 
duced the floor space by approximately 
feet. This 
neighborhood of $725 annually. More 


155 square saves in the 
important, it is enough floor space to 
take care of two additional personnel. 
5) “It is rather difficult to figure the 
annual saving in operating cost on the 
drawers that have been eliminated. It 
is a well established fact, based on sur- 
veys, that the cost per drawer of oper- 
ating an active file is $54 per year. This 
does not include such overhead charges 
floor 
space, light, heat, etc., but is chiefly 
made up of straight labor. Accepting 
this figure as being correct, the annual 
saving for this item is $22,464.” (Edi- 
tor’s Note: Based on 416 drawers ulti- 


as administration, supervision, 


mately saved.) 


Other Benefits 


In addition to the savings in dollars 
and cents, it is important to realize the 
collateral benefits derived. The in- 
terim report suggested some of the fol- 
lowing as the most important ones: 
1) “Better service to working person- 
nel. They should and can get what 
they want faster and with less work. 
2) “Better 
There should be no lost or missing pa- 
Correct methods for charge-out 
and follow-up have been established. 
3) “Easier and faster training of new 
The 


systems are simple as possible—no trick 


control of your papers. 


pers. 


personnel in the filing category. 


set-ups. 
4) “You can quickly, easily, and at 
june 1952 


small expense expand or contract any 
There is no 
longer any capital expense involved. 


one of the filing units. 


5) “You definitely reduce your inven- 
tory expense and filing supplies because 
you no longer have to carry an assort- 
ment of Stocks can be 
kept at a minimum. 


many items. 
6) “You reduce your supply cost at the 
time the new files are set up each year 
and the old material is sent to storage 
because you can buy in quantity, thus 
securing maximum discounts. 

7) “You have a more definite measur- 
ing stick of the efficiency of your per- 
Since all are built 
along the same basic principles it is 


sonnel. systems 
easier to measure daily production. 
Responsibil- 
ities have been established, standards 
set, and manuals provided to check 
against.” 


8) “Supervision is easier. 


Microfilming vs. Transfer Storage 


It was found, in the case of this par- 
ticular company, that records could be 
stored and maintained over 7 years at 
less cost than they could be micro- 
filmed. ‘The savings in this case may 
be partially attributed to the fact that 
this company was willing to establish 
a firm policy as to record disposition. 
The company itself estimates the fol- 
lowing savings by changing to transfer 
storage as opposed to their current 
microfilming program: 

Costs before study: 


Floor space ..... $3,772.00 


Microfilming 6,000.00 
Salary (for reference and 
maintenance) 3,730,00 


$13,502.00 

As a result of the study annual costs 
should be as follows: 
Floor space $3,360.00 
Salary (1 person for refer- 
ence and maintenance) 3,000.00 


$6,360.00 


On this basis a projected annual sav- 
ing of approximately $7,142.00 can be 
made. 


When to Microfilm 

[Editors Note: While microfilming 
may be more expensive than storing in 
original form, it is necessary in many 
instances because of the smaller volume 
of records to be stored and the imprac- 
ticality of maintaining a separate rec- 
ord room or center. This would be 
particularly important where expensive 
office space is involved and inactive 
records cannot be stored, for conveni- 
ent operations, at a remote point. In 
other words, cost is not the only factor 
to be considered in deciding whether 
or not to microfilm.| 


How Are Your Records? 


The savings recounted above are not 
unusual. In many companies, perhaps 
in most, they might well run higher. 
The significant thing to remember is 
that the potential savings in a record 
control program cannot accurately be 
measured in dollars and cents. Meas- 
urable savings are much like the visible 
portion of an iceberg. The greatest 
bulk never meets the eye. Economies 
and revenues available as a matter of 
better management control may far 
outweigh the physical savings that can 
be seen. 

For more details on the above sys- 
tem, with costs, Circle number 348 on 
the Reader Reply Card. 




















specialists in 
30 Church Street « New York 7 * Digby 9-2270 


how do YOU collate! 








Are the scenes at the left familiar? 


One girl at the Thomas Collator pictured be- 
low can match the production of as many as 
four girls gathering” manually. 


If this saving interests you, please write us 
for brochure "T" and the full story. 


OWMAS "iy ol Labaee 


paper gathering 





(Circle 315 for more information) 








Model 710 
Matching 
Side Armchair 


Comfort is what you want in 
your office chair and comfort is 
what you get—and then some— 
in the luxurious Harter 65! 
Deep, cool seat and back 
cushions, specially molded 
of foam rubber, see to that. 
And despite its easy-chair comfort, the 65 has correct posture 
design with five handwheel adjustments to fit it exactly 
to you. When you work in the 65, you accomplish more and 
you feel fresher at the end of the day. Functional lines, 
quality finishes and fabrics fit this chair for the finest office. 
Matching side chairs are available. Write for helpful 
and informative booklet, ‘‘Posture Seating Makes Sense.” 


HARTER CORPORATION, 605 Prairie, Sturgis, Michigan 


“HARTER 


STURGIS e MICHIGAN 
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tax tips 
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100°, Interest is Deductible, 
Court Finds 


In a recent Taxation Report of the 
Research Institute of America, a ruling 
of particular interest and significance to 
business men was reported. Here’s the 
report in brief: 

A husband borrowed 38,500 from his 
wife’s own funds on a _ personal 5% 
bond. ‘Two years later the agreement 
was changed to provide for the payment 
of 25% of the business profits instead 
of interest. Under this set-up, the wife 
got $6,900, $7,700 and $10,300 a year 
as interest. The district court and the 
Third Circuit said that the husband 
could deduct the payments as interest. 
There’s no provision that requires in 
terest payments to be reasonable. Any 
sum paid as interest is therefore de- 
ductible because there was a_ valid 
debtor-credit relationship here. (Karl 
D. Dorzback v. Collison,  (CA-2) 
3/18/52) 

Observation: The courts also felt that 
even if the payments weren’t interest 
they still weren't taxable to the husband 
since there was then a valid joint ven- 
ture between husband and wife and this 
might be treated as a sharing of the 
profits. The courts are on strong ground 
here. 

But it’s questionable whether other 
courts will recognize all “interest” pay 
ments no matter how generous. For 
example, the original approach on rents 
was to hold that they didn’t have to be 
reasonable. But later cases took the 
view that even though the Code doesn’t 
spell out a requirement of reasonable- 
ness, abnormal payments aren't a legiti- 
mate business expense. 


Purchase Labor Saving 


Equipment Now 


lax experts are recommending in 
creasingly that their clients invest re- 
serves in productive equipment to in- 
crease the efficiency of their operations. 





DUAL 
EFFICIENCY 





1 SAFEGUARD LOWSTON 
D-R-T TYPE CLEANER 


Dry rubber tool keeps typewriter 
type clean. No liquids —no 
soiled fingers. 


2 SAFEGUARD RITCHIE 
ANCHOR CUSHION 


Ritchie sponge rubber cushion 
anchors office machines. Elimi- 
nates vibration and noise. 


a \Y 
ail ot N ean” co 


Write for FREE Literature 


SAFEGUARD APPLIANCE CO. 
LANSDALE, PENNA. 
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Reason for the recommendation is the 
continuing gradual inflationary swing, 
with emphasis on higher wage costs. 

This policy can be an important 
hedge against inflation since an invest 
ment in labor-saving equipment means 
that the business man is buying tomon 
row’s labor at today’s wage level. 
METHODS, in January, 1952, made 
the following recommendation to firms 
whose reserve position did not allow 
such investment, “It is also interesting 
to note that a company in a short cash 
position can find some tax advantage 
in buying on time in acquiring office 
equipment. The interest charges are 
deductible, thereby almost nullifying 
the additional cost of this type of fi- 
nancing.” 

In spite of higher depreciation costs, 
the drain on current funds will be less 
severe than would be additional pay- 
roll expense. By saving higher wage 
rates through increased productivity an 
inflationary trend means you'll pay off 
equipment in cheaper dollars. 
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From snap to print in 60 seconds 


{ 


UNIQUE CAMERA PROVES TO BE VALUABLE BUSINESS TOOL 


mm Pwo Completely orig- 

inal features make this relatively new 

camera a valuable business tool: 

|. The picture taker gets a_ finished 
print, on the spot, a minute after 
he’s snapped the shutter. 
ing is automatic, even in broad day- 
light. If he isn’t satisfied with the 
picture he gets a ‘second chance.” 

2. There is no waiting for the shot to 
be developed. This absence of the 
usual time lag between picture tak- 
ing and finished print offers endless 
possibilities to the business man 
when speed is important. 


Develop- 


Endless Applications 


Largest users of 60 second pho- 
tography are real estate agents. Banks 
come next. Increasingly, however, other 
businesses are developing a multitude 
of specialized applications once one of 
these cameras has been acquired and 
personnel know of its availability. 
Prints can be produced in black and 
white or sepia. They can be retouched 
like any other photograph for art work 
and are suitable for engraving. Since 
the total cost of a print runs only 
about 22 cents these positives compare 


favorably with conventional photos on 
a cost basis. 


Attachments Available 


Thanks to a newly developed at- 
tachment, the camera can also be used 
for making copies of anything written, 
printed, or drawn. For the company 
with a very limited need for an office 
copying machine, this type of camera 
offers an economical answer. 

For more information, including 
price and a list of dozens of business 
applications, please Circle number 332 
on the Reader Reply Card. 














Here's a typical mortgage application. The bank appraiser takes 
a picture, clips it to the application. This enables the approval 
committee of the bank to act the same day application is made. 
Real estate agents are pioneer users of this camera. 





Pictures of engineering models are made at the desk of the 
assistant P. A. for Bausch & Lomb by salesmen for Northern In- 
dustrial Chemical Co. Salesman sends pictures to home office for 
quotation instead of writing long memos describing blueprints. 











Makers of Youngstown Kitchens provide dealers with miniature 
units and camera with flash gun. Models are arranged to fit the 
customer's own kitchen. Wives are able to take home photos to 
discuss them with husbands. 





Cartoonist, Jimmy Hatlo, uses his stenographer as model for 
sketches. Advertising agencies save time, model fees, by submitting 
60 second print to studio photographer for final art. Expensive 
re-takes are eliminated. 
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WATTS WILL HELP YOU REDUCE 


WASTEBASKET TIME 


WITH IMPROVED DESIGN AND 
CONSTRUCTION OF YOUR 


BUSINESS FORMS 


Our unbiased form analysis 
has saved our customers thou- 
sands of dollars in NON- 
PRODUCTIVE, UNNECES- 
SARY LABOR that formerly 
went into the wastebasket! 


Our knowledge — combined 
with yours — can save you 
money. We saved one cus- 
tomer $100,000 per year in 
accounting operations alone! 
You may be surprised at the 
“hidden costs” lurking in your 
forms! 


Mr. J. G. Kerr, a Watts V.P., 
and an outstanding authority 
on forms design will see that 
you receive expert assistance. 
No problem is too large or too 
small and our facilities for 
producing Snapsets and Con- 
tinuous Forms are unusually 
flexible. 


Send us samples of your 
forms with typical entries and 
let us submit—without obliga- 
tion—a factual analysis of the 
WASTEBASKET TIME you 
can eliminate. 

ALFRED 


wee WATTS ix: 


216 WILLIAM STREET 
NEW YORK 38, WN, Y. 


3 Plants: 
New York, Belleville & Newark, N. J. 
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MAKE OFFSET PAPER MASTERS FOR DUPLICATING 
INTERNAL OFFICE FORMS, MEMOS, BULLETINS, DRAWINGS, ETC. 


wih XEROX COPYING EQUIPMENT 
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mead how hundreds 


of companies and govern- 
ment agencies are using xerography 


Your existing office or factory forms, drawings, 
etc., can be reproduced on a paper master plate 
by xerography; and multiple copies can be run 
off on an offset process duplicator . . . all within 
three minutes. 

Xerography, the new, dry, electrical process, 
copies on to an offset paper master plate any- 
thing written, typed, printed or drawn. It's a direct 
positive process; no negative is required. It's 
quick, economical, clean... no chemicals, fumes 
or odors. 

Cut costs. Speed the flow of paper work. Break 
the bottleneck of delays. Get the facts about the 
amazing xerography process. 


= e e 
Write today for money saving case histories and 
further details about XeroX copying equipment. 


XeroX Copying Equipment for Preparing Offset Paper Masters 


THE HALOID COMPANY 
52-179 HALOID ST., ROCHESTER 3, N. Y. 
Branch Offices in Principal Cities 


Rectigraph and Foto-Flo Photo-Copying Machines * Photocopy 
Papers and Chemicals * Photographic Papers * Negative 
Materials for the Graphic Arts * XeroX Products for xerography. 


(Circle 304 for more information) 








Insurance for 


the company without 
a pension plan 


Hubert A. Gerstman, C.L.U. 


HUNAN There is a very inter- 
esting section of the 1951 Revenue Act 
which should effect the purchase of a 
considerable amount of life insurance, 
once the provisions of this section are 
made known to employers throughout 
the country. The section of the Act 
is 302, and it amends section 22 (b) (1) 
of the Internal Revenue Code. Para- 
graph (B) has been added to section 
22 (b) (1), reading that any beneficiary 
or beneficiaries may receive a total up 
to $5,000 paid by that employee’s em- 
ployer because of the death of that em- 
ployee. 

Simply stated, this section means that 
if an employee is working for a cor- 
poration, the corporation can buy a 
$5,000 life insurance policy on his life 
and be the owner of the policy. When 
the employee dies, the corporation re- 
ceives from the insurance company the 
$5,000. But, and this is the significant 
part, when the corporation agrees to 
distribute that $5,000 to the employee’s 
beneficiary or beneficiaries, the $5,000 
received is not taxable income. 

It should be quickly stated here that, 
as before, these premiums are not de- 
ductible to the corporation while they 
are being paid to the insurance com- 
pany. But the $5,000, once received 
from the insurance company, is de- 
ductible by the corporation while it 
is being distributed to the employee’s 
beneficiary or beneficiaries. 

In all probability, the business con- 
cerns throughout the United States 
which will take the greatest advantage 
of this new section are those concerns 


which have not yet had their pension 
plans qualify under Section 165 (a) of 
the Internal Revenue Code. Most of 
the insurance sold because of this new 
section will doubtless be treated by the 
corporation-owners as Key-Man Insur- 
ance (especially as far as credit rating 
is concerned), except that when the in- 
sured dies, the proceeds will eventually 
wind up in the employee’s family, rath- 
er than in the treasury of the corpor- 
ation. (See Key-Man_ Insurance, 
MetuHops, Jan., 1952.) 

The most interesting facet of the new 
law is the wording of the first part of 
the new section. The introductory 
part of this section simply says that cer- 
tain items shall not be included in 
gross income and shall be exempt from 
taxation under this chapter, and the 
“. +» Under a 
contract of an employer providing for 
the payment of such amounts to the 
beneficiaries of an employee, paid by 
reason of the death of the employee.” 
The words “under a contract” certainly 
indicate that some prearranged con- 
tract between the employee and the em- 
ployer is necessary in order to effect 
this receipt of income by the _ bene- 
ficiaries of the employee on a non-tax- 
able basis. Just how complicated a 
contract is required is not known and 
for that reason, before any employers 
actually buy insurance to take advan- 
tage of this new section, they should 
certainly consult their attorneys in or- 
der to have proper contracts drawn. 

The great advantage of this new sec- 
tion is the partial elimination of the 


particular section begins 


methods 





confusion that had existed before. The 
new law has not eliminated all of the 
confusion that had existed, because it 
is still uncertain as to how those pro- 
ceeds, upon being paid to the bene- 
ficiary, would be treated if they came as 
a result of a voluntary act by the cor- 
poration, and not by a_ prearranged 


agreement. Presumably, future regu- 
lations will clear some of the un- 
answered questions which will nat- 


urally be raised by this new section. 
Nevertheless, attorneys will feel that 
there is less confusion now than there 
was before. Formerly, if the payments 
were made pursuant to a contract, they 
were taxable to the beneficiary as in- 
come and deductible by the corpora- 
Voluntary gifts had been held to 
be exempt to the widow when they 


tion. 


time 

More- 
over, it was not clear whether the em- 
ployer was entitled to a deduction 
for the voluntary payments. 


were made within a reasonable 


(considered to be two years). 


The purpose of the new law as ex- 
pressed in the Senate Finance Commit- 
tee Report is to adjust the inequity 
arising out of the different tax treat- 
ments accorded these death payments 
provided by an employer. So, under 
the new law, all payments made by an 
employer to a deceased employee’s 
beneficiary are exempt up to $5,000 
provided they were made pursuant to 
a contract between the employer and 
Over and above $5,000, 
payment will be considered as taxable 


the employee. 


income. 

This writer can think of several more 
questions which will have to be an- 
swered by the regulations. Must the 
contract between the employer and the 
employees be nonforfeitable? Or, will 
a resolution, stating that the employer 
may get out of the contract in the 
event business conditions worsen, be 
satisfactory? And, will the new law af- 
fect participants under a formal pen- 
sion trust that provides death benefits? 
For example, if an employee dies at 
age 58, when the cash value of the in- 
dividual policy covering his life is sub- 
stantial, will the death benefit received 
by his beneficiary be taxable income to 
the extent of the cash value or will the 
first $5,000 be exempt? 

For more detailed information on 
the above subject, please Circle num- 
ber 350 on the Reader Reply Card. 
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How to design a letterhead 


An exceptionally complete brochure on 
the psychology of letterhead design has 
recently been published. In addition to 
about twenty sample variations of a letter- 
head for a single business firm, it offers 
a test that may be conducted within a com- 
establish letterhead 


pany to preference 


among company executives. Also offered 
is a summary of this test as conducted on 
a nation-wide basis for comparison with 
results obtained within your own firm. 

For a copy of the brochure and test, 
please Circle number 335 on the Reader 
Reply Card. 


Comprehensive chart of new postal 
rates and information 


A well prepared chart, complete with 
recent changes in postal rates and infor- 
METHODS readers 


mation, is available to 


free. Covering all classes of mail, and 
typographically designed for reading ease 
and accuracy, it is printed in three colors 
on stiff card stock. It folds for desk use 
and filing convenience, and opens to a 
12 inch by 18 inch wall chart for hanging 
over the mailing work station in the av- 
erage office. 

A special feature on the back of the 
chart is a parcel post zone map of the 
United States, plus a “Self-zoning” mileage 
rule with which the user can easily mark 
off, in colored pencil, the arcs or circles 
establishing the country’s parcel post ship- 
ping zones from whatever town or city 
he happens to be located in. 

For free copies, please Circle number 
337 on the Reader Reply Card. 


Complete forms design kit offered 
free 


A form designing packet, intended for 


persons without any training in printing 
design, has just been released. It includes; 
a supply of printing specification sheets 
and ruled form layout sheets for pica and 
elite typewriter spacing, an easy reading 
book entitled “How to Design a Business 
Form,” a plastic rule with inch-typewriter 
and printers’ pica scales, and a Manual 
of Paper Information. Also included are 
sample books of various bond and ledger 
papers. 

For a free copy, please Circle number 


'336 on the Reader Reply Card. 
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NEW LITERATURE AND PRODUCTS IN THE EDITOR'S 


Free “Slide Rule” shows 
electric typewriter savings 

Perhaps the most important decision a 
businessman must make before he buys a 
typewriter is—should it be manual or elec- 
tric? The purchase price of an electric 
typewriter is about twice that of a man- 
ual, and the prudent businessman wants 
to know what he will get for his extra 
investment. 

Users of electric typewriters have re- 
ported production increases ranging from 
6 percent to 50 per cent, according to the 
type of work being done. To assist busi- 
nessmen interested in evaluating time and 
money savings available through the use 
of electric typewriters, an ingenious slide 
graph has been developed. Based on the 
conservative estimate of a 15 per cent in- 
crease in production, and making standard 
allowances for depreciation, maintenance 
and cost of electricity, the graph makes it 
possible to see at a glance yearly net sav- 
ings available under a variety of conditions. 

For example, one chart shows that when 
a typist who is paid $55 a week spends 
an average of 514 hours a day typing, 
$225 a year will be saved through the use 
of an electric typewriter. On the reverse 
side of the graph, another chart shows 
that this is the equivalent of having one 
extra girl for twenty days a year at no 
extra cost. 

Similar figures can be obtained in office 
$35 
the 


situations where salaries vary from 
the 
machine is in use ranges from two to seven 
hours a day. 

A free slide graph can be obtained by 


Circling 340 on the Reader Reply Card. 


to $75 a week, and where time 


Office machine destroys confidential 
records ; 

In any record destruction program, 
there’s always the problem of how to dis- 
found 


it well worth-while to sell these papers 


pose of papers. Most firms have 


for their scrap value. This brings up the 
question of potentially confidential matter 
that might be in their contents. 

Thanks to a standard office appliance 
that completely destroys papers and letters 
faster than fire, the 


problem is easily 


solved. This machine grinds to shreds, 
as fine as hair, any discarded letters, agree- 
ments, or other valuable papers pertain- 


ing to business or personal affairs. There 








we 





is no worry about confidential information 
What's more, in most cases, 
the finely shredded paper is still saleable 


going astray. 


for scrap. 

The machine stands 34 inches high, op- 
erates on A.C. or D.C., and is noiseless. 
Firms such as Alcoa, General Cable, Ana- 
conda Copper and Celanese Corporation of 
America are enthusiastic users. 

For more info: mation, with prices, Circle 
number 341 on the Reader Reply Card. 


Push-button record keeping 
described in new booklet 

A mechanized record keeping unit, re- 
cently developed, is described in a hand- 
some brochure just released which lists all 
pertinent facts upon which a methods man 
can analyze its applications. The unit will 
hold approximately 100,000 cards. At the 
touch of a the machine delivers 
the target card to desk-high working level 
under good illumination. 

Four thousand to nine thousand cards 


button, 


are always open and in position within easy 
reach of the operator. 

Literally any type record may be stored 
within the trays. It will hold as many as 
82,000 tabulating machine cards, as well 
as address plates, ledger sheets, microfilm, 
or even nuts and bolts. 

For a copy of the brochure described 
above, please Circle 339 on the Reader 
Reply Card. 
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PRIA MS | don't think the cost of im 

proper water cooler placement can be expensive, take 

a look at the two diagrammatic sketches below. 
They show a typical Work Center for 60 employees. 


In the first one, travel to a single water cooler is 


you 


shown. In the second, two new water coolers have 
been added and the revised flow of traffic to them is 
charted. 

In the first diagram, the average travel distance fon 
an employee is 130 feet. In the second, this travel 
has been reduced to 60 feet for the average employee. 
The resultant savings of 70 feet of travel distance is 
not great on a per-trip basis. But projected over a 
year for 60 workers it represents a $448 yearly profit in 
man-heurs that would otherwise be wasted! 

While lack of adequate drinking fountain facilities 
cost money in man-hours, it’s also highly expensive in 











Reproduced by permission. Copr. 1952 The New Yorker Magazine, In 
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There's nothing cheap 


SAVING STEPS TO THE WATER COOLER WILL SAVE MAN HOURS IN YOUR OFFICE 


terms of employee health. It will pay you to encour- 


age water intake. Medical studies have proved that 
too little water can result in sluggishness, fatigue and 
other harmful effects which come from a congested 
intestinal tract. A person in good health, according 
to a consensus of medical opinion, should get from 6 
to 8 glasses of fluid daily. This is not a seasonal 
proposition although, in summer, water intake should 
be higher if the body and mind are to operate at 
optimum efficiency. 

An interesting survey by the United States Testing 
Company, Inc., brings out another important factor 
in encouraging water consumption by employees. 
They analyzed the relative merits of bubbler foun 
tains and fountains employing paper cups. Their 
findings showed that people drank approximately 
62°, more water per drink when drinking from cups. 
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Moreover, in the same survey it was discovered in ad- 
dition to the increase in daily consumption, the over- 
all time spent in going to the water cooler was mate- 
rially reduced. Most experts agree that the relatively 
low additional cost of a paper cup dispenser is worth 
the investment in terms of both health and effic lency. 


How to Place Water Coolers 
Other the travel 
should be studied in planning the location of water 


factors beyond average distance 


coolers. The safety of the workers, the installation 

costs, the type of activity in the Work Center are all 

pertinent to the placement of each water cooler. 
Here are a few DO’s and DON’ TS: 

DO consider all existing fresh water piping locations 
since these installations are less expensive and 
require minimum plumbing. 

DO take advantage of natural trafhc lanes to reduce 

travel distance. 

DO install a larger-capacity water cooler wherever 

room temperature is high or heavy manual labor 

is carried on. 

DO install a smaller-capacity cooler whenever the 


room is air conditioned. 


BEFORE With but one water cooler ‘centrally placed, note the extreme distances which must be 
covered by some workers. Result: wasted time, excessive traffic through office. 





methods 





about water 





Two models of coolers. At left, bottle-type when plumbing attach- 
ment is expensive or unavailable. Right, standard pressure model. 


DON'T place coolers in heavy traffic lanes, but neat 

them. 

DON’T install coolers near operating machines since 
operators may be distracted by those using the 
coolers, thus inviting carelessness, and time 
wasting conversation. 

DON’T plan tor coolers at exits, stairways, or othe 
locations where those being served will intet 
fere with traffic. 

For more information, including a chart which will 
help you estimate annual savings based on the num- 
ber of persons in your Work Center and number of 
feet travelled, please Circle number 334 on the Read 
er Reply Card. 








When City Water is Unfit for Consumption 
Here’s a verbatim report made by a leading 
paper company on their experience with water 
coolers when Municipal water was undrinkable: 
“During a four month period, the costs of bot- 
tled water for drinking purposes in this plant 
were: 


3,699 five gallon bottles of water $1849.00 
Ice for cooling 1282.00 
Labor costs for handling bottles 2512.00 


Total $5643.00 

Based on the above figures, the annual cost for 
bottled water, ice and labor would be $16,929. 

During the same period the next year, thirty 
six filters on drinking water coolers, were in 
stalled. All expenses for bottled water, ice, and 
labor at these points were eliminated. 

The annual charge for the filters and filter 
service for these facilities is $1,440. 

The annual saving, therefore, is $15,489 
against which is the purchase price and installa 
tion costs for twenty-three coolers—approxi- 
mately $5,000 plus the amortized costs of thir- 
teen old electric water coolers. 

A further advantage of the cooler-filter system 
is the elimination of the accident hazard in han- 
dling five gallon bottles. 

The palatability of the water is equal to bot- 
tled spring water and there have been no com- 
plaints from employees over the replacement of 
bottled water by filtered municipal water. The 
municipal water prior to this filtration was so 
objectionable in color, taste and odor that it 
created a major personnel welfare problem.” 

For more information on cooler filter systems, 
Circle number 333 on the Reader Reply Card. 








AFTER Two new coolers have been strategically placed. Note the great reduction in “average” travel 
for an employee. For details of resultant dollar savings annually, see text. 
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Le chwte v6 


COMPLETE 
POSTING = 





MAGIC KEY 
ADJUSTO 
TRAY-BINDER 


EXCLUSIVE! Compres- 
sor plates made to fit 
sheet size of no extra 
charge! 


a, 


SPEEDS PAPER HANDLING! 


SAVE 5 TO 15 MINUTES EVERY HOUR 
DURING MACHINE POSTING. 


Installations prove it! LeFebure Tray-Binders, Posting 
Stands and Bookkeeping Machine desks provide an or- 
derly arrangement — more room at less cost. Everything 
at hand... uninterrupted work. Space saved — time 
soved. Let our trained representatives help YOU— 


WRITE FOR FURTHER INFORMATION 


CORPORATION 
€ chute CEDAR RAPIDS, 1OWA 


The World’s Most Complete Line of Posting Treys, 
Troy-Binders and Stands 


fe se oe 


(Circle 317 for more information) 
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How much does it cost? 


iii The results of the April survey, 
shown on this page, again indicate the lack of knowl- 
edge that exists among businessmen of the prices for 
familiar items of office equipment. 

Significantly, on almost all of the 12 products sur- 
veyed during the last few months, the median guess 
was considerably lower than the true price. Equally 
significant, considering the titles and responsibilities 
of the participating readers, is the fact that each of the 
products is known to most management men to be 
overhead-reducing when properly applied. With this 





“THE MACHINE TO COUNT ON" 





Opjrisinar DHNER 








“THE MACHINE TO COUNT ON" 


Your personal calculator 


For quick, economical calculating this com- 
pact, light weight portable calculator is un- 
surpassed. Performs all needed calculating 
operations, from the simplest to the most 
complicated, with remarkable time-saving 
ease. Weighs only 12 pounds—the utmost in 
precision design and construction—rapidly 
becomes your all-round inseparable office 
companion, Low priced. Guaranteed! 


Send for Bulletin ME-63 


Odtuer Sales une. 


210 FIFTH AVE., NEW YORK 10, N. Y. 


SOLE DISTRIBUTORS FOR US A. 











(Circle 318 for more information) 
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RESULTS OF APRIL SURVEY 


in mind, it would seem estimates should have been 


considerably higher. 


This was borne out in a separate survey conducted 
for METHODS by a well-known research company. They 
interviewed a group of independent businessmen who 
were selected on a basis of presumed lack of knowl- 


edge about business equipment prices. 


they guessed even lower than METHODs readers. 





This executive chair 
(leather) actually costs: 


$120 


37% guessed low 


9% guessed 108-96 
11% guessed 96-84 
11%, guessed 84-72 
6% guessed under 72 


39% guessed high 


6% guessed 132-144 
12% guessed 144-156 
3% guessed 156-168 
18% guessed over 168 


24% were correct 


Answers within 10% of the 
actual price were consid- 
ered correct. 


Median estimate $127 
High estimate $275 
Low estimate $45 





This mechanical colla- 
tor actually costs: 


$100 


72% guessed low 


5% guessed 90-80 
9% guessed 80-70 
6% guessed 70-60 
52% guessed under 60 


18% guessed high 


1% guessed 110-120 
4% guessed 120-130 
2% guessed 130-140 
11% guessed over 140 


10% were correct 


Answers within 10% of the 
actual price were consid- 
ered correct. 


Median estimate $55 
High estimate $700 
Low estimate $10.00 


As suspected, 


PARTICIPATING READERS 


33 Corporate Officers 
17 General Managers 
69 Financial Officers 
15 Sales Managers 


8 Production 
Managers 





This electric stapler 
actually costs: 


$125 


76% guessed low 


7% guessed 112-99 
4%, guessed 99-86 
13% guessed 86-73 
52% guessed under 73 


12% guessed high 


6% guessed 138-151 
1% guessed 151-164 
1%, guessed 164-177 
4% guessed over 177 


12% were correct 
Answers within 10% of the 
actual price were consid- 
ered correct. 


Median estimate $65 
High estimate $325 
Low estimate $5 


13 Purchasing Officers and 
Directors 


38 Methods Directors 


49 Office and Personnel 
Managers 


8 Other 





This copying machine 
actually costs: 


$1200 


57% guessed low 


3% guessed 1080-960 
4% guessed 960-840 
9% guessed 840-720 
41% guessed under $720 


19% guessed high 


2% guessed 1320-1440 
6% guessed 1440-1560 
1%, guessed 1560-1680 
10% guessed over 1680 


24% were correct 


Answers within 10% of the 
actual price were consid- 
ered correct. 


Median estimate $800 
High estimate $3,650 
Low estimate $35.00 


methods 
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SALES REPRESENTATIVES WANTED 
INCOME ADVANCEMENT SECURITY 


Well-known manufacturer of visible vertical record keeping 
equipment, bookkeeping machines, duplicating devices and 
a complete line of precision forms and snap sets has open- 
ings for Distributors, Sub-Distributors and Salesmen. 


Increased demand for our products and increased plant 
expansion necessitates additions to our independent Dis- 
tributor organization in "key" cities from coast to coast. 
We pay while you are trained. No investment required. 
lf you are familiar with business record procedures and 
have a successful sales background, a personal interview 


will be granted. 
Write to Box #6M. 











june 1952 





Now! 


A really big difference 
in continuous typing! 









Standard’s New Automatic Line Finder 


makes “vertical tabbing” automatic! 


Can you imagine typing invoices on a typewriter with simply pulls the lever — and the forms automatically 
no tabular arrangement to stop the carriage horizon- advance to the next predetermined writing line. She 
tally at the proper positions? Hardly! doesn’t even need to look at the form — she can keep 
But what about vertical “tabulating?”” Do your typ- typing, knowing the form is in the proper position 
ists and machine operators have to bang away at the for the next typewritten entry. 
carriage return, or wind the platen knob, to advance The time saved is enormous — the average operator 
continuous forms to the next writing space — or to runs nearly 2 miles of forms through a business ma- 
start a new form? There’s no need for this loss of time! chine a year, one-sixth of an inch at a time! The Line 


Finder does much of the job for her automatically — 
cuts interruptions, lessens fatigue. It makes continuous 
operation possible! For more facts, phone Standard 
With Standard Register’s exclusive Automatic Line Register in your city. Or write us at 5106 Campbell St., 
Finder and Kant-Slip continuous forms, the operator Dayton 1, Ohio. 


STANDARD REGISTER 
labor-Saving Business Forms and Devices 


Standard Register’s Automatic Line Finder 
acts as a ‘‘vertical tabulator’’ 





ORIGINATORS OF MARGINALLY-PUNCHED CONTINUOUS FORMS 


(Circle 306 for more information) 27 









1,356,500 


mmissions paid including 


unemployment insurance ,. . 99,151,833 
QaxeS eee ececeeceeee 29 , 266,625 
15,230,000 


14,036,628 


to sales . 


the Remington 


Tu Key Veriual tabulaboe 
Electri-conomy Typewriter 


Here's the fast, effortless way to perform 
columnar tabulation for billing or statistical 
work. Since operation on this superb type- 
writer is completely electric, more work, 
better work can be turned out~—in.Jess time 
and with less effort. 

And because the Ten-Key Decimal Tabu- 
lator is conveniently located at the base of 
the keyboard it is immediately accessible 
... fo save time and speed output... so im- 
olopst- bob Bbew elt-12m ol-los blol el =the a-tol ol-To bt C= Mel-b 4-) 
calling forincreased individual productivity. 
Satisfied Electri-cconomy users report that 
the Ten-Key Decimal! Tabulator can increase 
the typing speed and production of statisti- 
cal material anywhere from 10% to 50%. 
Add up what this increase in production 
can mean to you~—and you'll want to see 
your nearest Remington Rand representa- 


tive today! 


FREE brochure describing the new 
Remington Ten-Key Decimal Tab- 
Su ulator Electri-conomy Typewriter 


(RE 8341). Address requests to 
Room 2149, 315 Fourth Ave., New 
York 10, N. Y. 


Heminyton. Fland 


THE FIRST NAME IN TYPEWRITERS 





| 
| 
| 
| 
| 
8,065, 668 
| 
| 
| 
| 
| 





76,207,576 81,558 , 636 87,6 
13,254,668 16,897,508 25,7 
39,189,000 6, 786,000 10.6 


ideal for 


Billing Operations 
Purchase Orders 

|B bet-belest- M8 at=) ole) ot 
Bank Ledgers 

Tax Listings 
 Nololel bebe tele mat-) slo) st 


Auditors’ Reports 





(Circle 309 for more information) 
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MANAGEMENT MAGAZINES, INC. 


141 EAST 44TH STREET 


NEW YORK 1|7, NEW YORK 


POSTMASTER: If undeliverable for any reason 
please notify ut at above address on Form 
3547 postage far which is guaranteed. 
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